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AUTHORITY TO RAISE UNITS OF C.E.F. 

The authority to raise a unit of the Canadian ExpeditionMy Force, the 
offker appointed to camniand it, jjroviaonaite', the area in which the unit is 
to be recruited, and the unit's deaignatioo, Ms sent by Militia Headquarters, 
to the Officer commanding the Division or District, who then advises the 
Commanding Ofticer accordingly. 

REGULATION'S A\D INSTRCCTJOXS AFFECTING C.E-F. UNITS 

The essential regulati >n8 and instructions which every commanding officer 
should have before comn.encing the organtzatioa of his unit are as follows, 
and are included in the appendices, 39 enumerated, 

1. Copy of War Establishment. (See Appendix L) 

2. Terms of Service (all ranks). (See Appendix II.) 

3. Physical Qualifications, Medical Inspection, and Medical Instmc^onsr 
etc. (See Appendix III.) 

4. Special Enlistment Regulations. [See Appendix IV.) 

5. Financial Instructions, C.E.F., and Instructions regarding Allowances for 
troops serving in Canada, and Overseas, etc. (See Appendix V.) 

6. Scale of Clothing and Necessaries, Mounted and Dismounted Men. 
(See Appendix VL) 

7. Instructions regarding Reijimental Documents and Records, C.E.F. 
(See Appendix VII.) ■ 

8. Regulations regarding Canteens and Institutes. (See Appendix Vin.) 

9. Returns and States. (See Appendix IX.) 

10. All miscellaneous Regulations aad Instructions issued From time to 
time by Militia Headquarters, Ottawa, still in effect. (See Appendix X.) 

11. List of Trair.]ng Manuals, Administration Hooks, Forma and "Scale of 
Stationery" issued free by the Department. (See Appendix XI.) 

FIRST STEPS TO BE TAKEN BY CO. 

The &rst step a Commanding Officer should take is to select a suitable place 
for the unit Headquarters and Orderly Room, obtain a good clerk with a know- 
ledge of shorthand and typewriting, to act as Orderly Room Clerk, set up his 
oHice and establish a good filing and registration system, and took arouad for 
suitable ofHcers for Adjutant and Assistant Adjutent. 

Then to set the Recruiting machinery in motion, it is necessary that the CO. 
select the following: 

1. Officers and N.C.Ob, for Recruiting purposes, 

2. Medical Officer, for examination of recraits, 

3* Paymaster, to be chosen from list supplied by Divisional Paymasters. 
4. Quartermaster, for dealing with clothing and equipment trf recruit*. 

•PROCEDURE OF CO. IN CONNECTION WITH APPOINTMENT 

OF OFFICERS* STAFF AND COMPANY. 

The CO, should submit to the A.A.G, Division or District the names of 
officers he desires appointed, quoting the appointment, the name ol Active 
Militia Unit to which each officer belongs, and the date from which app«otiiKst 
is desired to take effect. 

For example: — 

STAFF 

To be Senior Major, Major A. S, Brown, 12th Regt. from 1/1/16. 

To be Junior Major, Major K. Jones, I4th Regt. from 4/1/16. 

To be Adjutant (To be detailed later). 

To be Quartermaster (with rank Hon. Capt. in CEJ.) Hon. Cape .' 

Smith, 2lBt Rcgt. from 2/1/16. 

COMPANY OFFICERS. 

To be Majors, 

MaJM- F, Armstrong, SIst Regt. from 5/1/16. 

Major A. Tomkltts, 48th Regt. from 5/1/16. 
To be Captains. 

To be Lieutenants. 

•Sec new Regulations relative to Infantry Schoots of Instnictio« for 
of C.E,F. and appointments to commissions m Overseas Units on pace IC. 



The names of ofHcers and the above particulars (if officers arc considered 
suitable by the O.C. Diviaon or District f^r the appointments recammended) 
are then forwarded to Militia Headquarters, Ottawa, for approval. When approval 
is received notification of the various appointments is published in Camp or 
Divisioi^l Orders with Headquarter authority quoted. 

No officer can be recommended for an appointment in a C.E.F. Unit unless 
he has already been appointed to some Unit of the Active Militia. 

Except in very special cases, all ofEcers must be in oossession of Certificates 
of Qualification for the rank they are to hold in the C.E.F. Unit t>efore being 
recommended for appointment. 

A Transport OfScer for Battalion C.E.F. is not authorised. 

Chaplains are not appointed to Battalions C.E.F. until such are ordered to 
proceed overseas. 

Supernumerary Officers. 

Four Supernumerary Lieutenants with pay (one per Company) are authorized 
by Militia Headquarters to mobilize with Dattaliom C.E.F, and proceed overseas. 

Supernumerary Lieutenants are also authwized i<x other units, viz., 1 per 
Squadron, Mounted Rifles, 1 per Battery C.E.F. 

DUTIES OF OFFICERS. 

The following pamgraphs are based mainly upon K.R. & O., 1910 (CaQada)i 
but amended to make appiicab>e to C.E.F. Units. 

DUTIES OF COMMANDING OFFICERS OF UNITS. 

1. A Commanding Officer is responsible under his commi^ion to THE KING 
for the maintenance of discipline, eraciency, and proper system in the unit under 
his command. He should possess a thorough jxactical knowledge of Military 
Law and of all rul^ and military regulations, and should exact from officers 
and men tmplidt obedience to regulations. He is not only to enforce by com* 
mand, but to encourage by example, the energetic discharge of duty, 

2. He will, by advice and by timely intervention, endeavour to promote a 
good understanding and to prevent disputes. He is to discountenance any 
disposition in his onicers to gambling, drmking or extravagance. He is also to 
check any tendency among his ofScers to what are termed practical jokes, and 
whenever any serious case requiring his intervention arises, he is to record the 
manner in which it was disposed of, and submit the same at the next inspection 
of his comHiand. 

3. Commanding Officers are to give their special countenance and pro- 
tection to those officers who may, from nwtives of economy, be unwilling to 
join in any proposed expense. 

4. Commanding OfHcers are to pay' particular attention to sanitation and 
the preservation of the health of the troops. The responsibility for efficient 
supervision and for the remedy of sanitary defects rests upon CO's and through 
them upon subordinate commanders. Medical Officers are charged with advising 
all Officers Commanding on these subjects, and the latter will incur grave 
responsibility if such advice is neglected without adequate reason. 

5. Commanding Officers will supervise and control all duties performed by 
those under their command and wiil be held accountable for public equipment 
and Stores, of whatever descriptioo in their charge, and for the proper payment 
of officers and men by the Paymaster. 

6. Commanding Officers are responsible for the correct receipt and issue 
of all supplies, and for daily issue being inspected and weighed in presence of an 
officer (the Quartermaster), to ensure men and horses receiving the quality and 
weight to which they are entitled. 

7. ^Vhenever armed parties are called out for the performance of an^ unusual 
duties, Commanding Officers are personally to ascertain that the officers in charge 
are fully acqimintea with all orders and directions that bear on the service they 
may be called upon to perform. 

8. Commanding Officers are to cause every order and circular issued for 
general information and guidance either to be republished in regimental orders 
or otherwise circulated tnroughout their corns; and they are to afford alt officers 
under their command every facility for becoming acquainted with current 
changes tn the reguiatttms and M^ers. Ignorance of published orders cannot be 
admitted as an excuse for their noa-obedience. All orders specially relating 
to the men are to be read and explained to them immediately after such orders 
are received; and those of an important nature are to be read to them on three 
successive parades. Every circumstance which, in any way, affects a man's pay 
or service is to be published in regimental orders, Part 11, M.F^D. 873, immediately 
after its occurrence, for the information of all concerned, and one copy must be 
supplied every day to the Paymaster. 

9. Commanding Officers are responsible for the proper application of all 
regimental funds, and will supervise and control the committees formed for their 
management. 



10. Officers in temporary command of units will not issue any standing orders, 
nor alter those which are at the time in force^ nor authorize the application of 
regimental funds to any purpose other than the ordinary current expenditure, 
without reference to the pcrmaoent commanding oflicer. On the other hand, an 
officer while absent from, and not in the exercise oi, his command, canoot issue 
regimental or other orden relating to such command. 

11. A Commanding Officer is responsible that his officers are thoroughly 
instructed in all professional duties and prepared for promotion. 

12. Commanding Officers will often direct field officers and captains to take 
command on {i^rade, and to exerdse the unit. They will encourage subaltern 
officers to qualify for the duties of adjutant, both in the field and in the orderly 
room, and will afford them every facility for bo doing. 

13. It 19 the duty of a commanding officer tg bring especially to the notice 
of the inspecting officer any officers who may be distinguished for proficiency in 
their duties. He will also bring to notice those who, from incapacity or apathy, 
are_ deficient in a knowledge of their duties, or do not afford aim that support 
which he has a right to expect, or who conduct themselves in a manner injurious 
to the efficiency or credit of the corps. 

14. Commanding' Officers must see that the Documents aod Rraoida, 
C.E.F., are properly iiiade out and corrected from time to time, and that they are 
ftMTvarded to the DivisiMial or District Office as Gilled foe. The same applies to 
States and Returns. 

15. Nothing more essentially tenda to the maintenance of regularity and good 
order than a definite eystem of chain of responsibility wluch should extend from 
the highest to the lowest grade. 

16. The following is a copy ol Militia Order 1$1 of 3915, dealing specially 
with the responsibility of Officers Comn^nding Units of the Canadian Expedi- 
tionary Force. 

(a) "In order to av<Hd any misapprehension, it is notified for the information 
of all concerned that officers appointed to command regiments of Mounted 
RiOes, Brigades of Field Artillery and Battalions of Infantry of the 
Canadian Lxpeditlonary Force will assume the command and administra- 
tion of such units from the d^te of their appointment. 

(b) They will be held responsible for the recruiting, organizatJop, clothing, 
e<iuipment and training of their units and, where the entire unit is not mobi- 
lized from the start, at Regimental, Battalion or Corps Headquarters, 
they will exercise supervision over all detached squadrons, batteries and 
companies. 

(c) They will also take all neces^ry steps to ensure that the discipline and 
training of their units, together with the proper arrangements for quarters 
and rations receive careful attention. 

(dj Be/ore any portion of their units are moved in from outlying stations 
to the place of mobilization, Commanding Officers will see that all financial 
matters in connection with the squadrons, batteries, companies or detach- 
ments are in proper shape and will ensure, as far as possible, that no 
outstanding liabilities are left unpaid and that all debts contracted by 
the troops arc properly adjusted before leaving for the point of 
concentration/' 
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DUTIES OF REGIMENTAL OFFICERS OTHER THAN COMMANDING 

OFFICERS 

1. Field Officers should make themselves thoroughly acquainted with the 
professi(Hial abifities and acquirements of all officers placed under their su^- 
vision, and officers comm^dini^ companies, squadrons, etc., should acquire similar 
knowledge with regard to their subalterns. 

3. It is the duty of regimental field officera to assist and support then: Com- 
manding Officer to the utmost of their ability In all matters relatmg to the effici- 
ency and interior economy of their corps; and, in the absenCv- of the Commanding 
Officer, the senior regimental officer will act for him. 

3. Kit inspection will be held at such times as a company, squadron, etc., 
commander may consider necessary, 

4. The adjutant is an officer appointed to act as the commanding officer's 
staff officer in the execution of the latter's duties in training and admrnistmng 
the regiment. He should be of superior inteltigMice and strength of character, 
energetic, capable of hard work and a good horeeman. 

His duties are; 

(a) To draft, for the C-O.'s appro^, and jvomu^te, regimental orders, 

Cb) To take charge oi all books and documents in the orderly room, to be 
responsible that they are properly kept in accordance witn these regU' 
latious, and that unauthorized persons have not access to them. 

Cc) To supervise every detail in connection with the daily regimental routine 
and adrrJnistrative business. 



■(d) To exercise general supervision over the manner in which all non-com- 
miBsioiied officers perform their dutira, and special 3iip«-vi8ion over the 
orderly room clerkSi druntmera, and buglers, who come under hia immediate 
command, 

(ft) To inspect all guards, partiesand detachments detailed from the regiment, 
before handing them over to the officer or N.C.O. in command,^ seeing that 
they are correctly turned out and giving in ^1 cases the C.O/s instructions 
as to the duty to be performed. 

(f) To supoT^se the regimental duty rosters. 

(g) To examine and check all Documents and Records, C.E.F., Returns and 
States, befwe submitting them for the iirforotetion, or signature (rf the 
CO. 

(h) To see that all books of reference kept in the OTdwly room are corrected 
to date in accordance with changes notified in General, Militia and other 
Orders. 

(i) To inspect the noQ-commiBaioncd officers, band and drums (or buglers) 
at the C.O.'s daily parade. 

5. The subaltern of&ccra to whose s-jperviaion the platoons are respectively 
entrusted are responsible to the Company, etc., commander. Subaltern officers 
on joining are to provide themaelves with a nominal roll of their platoons, etc., 
and are, as soon as possible, to make themselves acquainted with the disposition, 
character, age, aiid service of each trf th^ men. 

6. These erfiiccrs are responsible to the Commanding Officers for everything 
relating to the medical service of the unit, for the inspection of recruits, and for 
sanitation. 

7. The duties of Paymasters are [laid down in "Financial Instructions, 
C,E,F." 

S. The appointment of a (Quartermaster is one of great importance to the 
comfort and health of the soldier, Comnranding Officers should, therefore, be 
most careful in theur selection. 

9, The Quartermaster is responsible to his Commanding Officer for the 
cleanliness of the camp, quarters, or barracks. He attends to the tuUeting c^ the 
men, to the laying out oi camp, and superintends the loading and conveyance of 
the baggage of his ccNms when on the march. It is also the duty of the Quarter- 
master undw orders oi the Commanding Officer to receive alt rations, forage, and 
stores of evttfy description belonging to the Corps, and to issue them according to 
regulations. He is responsible for the proper keeping of the Quartermaster's 
books. 

RECRUITING 

1. Therecruitingof N.C.O'sandmen in the past was largely carried on by 
recruiting staffs of Active Militia Unit^ the recruits being drafted into the C.E.F. 
Units, Headquarters Instructions are now to the effect that the CE.F. Unit 
recruits its own personnel <rf N.C.O's and men. 

2. The Commanding Officer will, therefore, arrange the recruiting campaign 
in his territory, appoint officers to take charge of recmiting centres, and send out 
Kecniicing Sergeants. He will arrange for the medical examination and attest' 
ation of men applying for enlistment at the various centres. 

3. Care should be taken to see that all men, before being attested for the 
C,E.F, Unit, are members of some Active Militia Unit. Men who are not 
members should ^n the Service Roll of the nearest Active Militia Unit. 

4. The following suggestions for recruiting in Battalion Areas arc based upon 
the system adopted within the 2nd DmsiDnalArea with very good results. 
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Recruitlna Organlzatioa. 

5. An indispensable factor in successful re<?^itingtfi the enthusiastic co-oper- 
ation of civilians with the military authorization. 

6. The leading representative men of both parties and all churches should be 
convened at a suitable centre for the purposes of organizing recruiting meetings 
and soliciting financial aid. Such organization may be termed — County War 
Auuliary. The governing body of this auxiliary riiould be a body oi rtpresenta' 
tives chosen from each town and municipality (^ the County together with the 
presidents (A the local branches in the polling aub-divisions from whom the officers 
should be chosen. These officers should be— Hon- President, President, four 
Vice-Presidents, whose functions should be 

(a) Public meeting — ^To_ urange meetings and speakers in every polling 
sub'divi^OD, systematically and continuously. 

(b) Publicity — -To secui^ posters, press notices, honour rolls, etc, 

(c) Registration — ^To secure privately nama of all eligible men in area for 
personal solicitation. 

(d) Fiiancial — -To solicit from county cound's a money grant, also sub- 
scriptions from citizens. Such funds to defray incidental recruiting 
expenses, also needed equipment. There should also be a Secretary and 
Treasurer, 



(a) Civilian. 
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7. Such public gatherings should not be designated recruiting meetings^ but 
patriotic meetings. Frugrams should be of a iniscellaneous character, patriotic 
gongs and choruses and other attractive featurea. At every such meeting the 
presence of some officers and men, preferably returned, should be secured who 
would make an appeal for recruits, 

8. To arrange, in conjunction with the militaiy authorities, for the social 
well-being of recruits in their area by securing provision in churches, public 
buildings or otherwise for recreation and general sodal fuacticms. 

<b) MiUtftrT. 9r It is suggested that each County Battalion distribute its Company Officers, 

Captains, Lieutmants and Sergeants, over equitables areas, with the obligation 
to recruit their own quota, thus securing the best type of recruiting agents. 
This would bring the QfHcers, both Company and Platoon, into direct personal 
contact with the recruits, thus securing practical occupation for Officers before 
mobilization, during which time claims for training will not be so urgent. This 
practical interest will tend to cultivate a true espnt de corps, and also induces a 
healthy emulation among the Companies of the Battalion. Such Military repre- 
sentatives to attend all public meetings in aid t^ recruiting. 

10. These recruiting officers to meet at Battalion Headquarters frequently for 
consultation and comparison of methods, at which time the (divisional Recruiting 
Officer could meet them with the CO. to discuss and arrange necessary mattere 
of interest. 

11. To determine on such inducements to the soldiers as will secure the 
active sympathy <^ each man in recruiting. Such inducements might take the 
form of (1) promotion to non-com. rank, (2) money values in an^ commodity, 
which commodity local merchants are always ready to grant ^tuitously, or (3) 
money for certain number of recruits secured and satisfactorily attested. 

12. The Companies to forward weekly to their Battalion I'leadquarters the 
record of each day's duties, meetings attended and recruits persocBily seen and 
actually attested. 

13. After every public meeting some OlEcers and men should be detailed to 
remain there a few days to follow up results.^ Frequently many who do not 
decide to enlist at sttch meetings go home to think, aftbrwards deciding. Where 
convenient facilities exist for consultation and attestation manj' recruits may be 
obtained who would not travel any distance for that purpose. 
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OATH TO BE TAKEN BY MEN ON ATTESTATION. 

Previous to Onier in Council P,C. 2368 dated 4th November, 191 &, the oath 
to be taken by man on attestation could only be administered by a Justice of 
the Peace. By this Order in Council an officer appointed to command a Battalioa 
or other similar unit of the C.E.F.. provided he holds the rank not lower than 
that of Field Officer, can now administer the oath. A Justice of the Peace may 
still be employed for this purfmse when the Commanding Officer is not available, 
and he may submit claim for his fee at the rate of ten cents for each man sworn in. 
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ACCOMMODATION OF RECRUITS AFTER ENLISTMENT. 

Recruits are billetted until such time as tlie Unit is concentrated and given 
Government quarters and raticns. (S« Instructions regarding Allowances 
for troops serving in Canada, Appendix V.) 

DISCIPLINE. 

For purposes of discipline all ranks will "be subject to the Army Act, to King's 
Regulations, and to such other ordinances as apply or may be made to apply to 
the British Regular Army, 

The following remarks regarding discipline will, no doubt, be found 
helpful;— 

Discipline means respectful obedience to orders which is the first principle 
and duty of all soldiers and is the only true iwas on which dlsdpline can rest. 

Without discipline there can be no real bond of confidence between officers 
and men or even l«tween the men themselves. 

Obedience means obedience to the spirit of all orders, not only the letter. 
Promptness and punctuality are indicative of discipline as is steadiness on 
parade and saluting. 

Life in a highly disciplined Corps Is always more pleasant than in one where 
order and regularity are not strictly maintained. 

Discipline must not have its origin in fear of punishment, but upon the 
knowledge or conviction that the orders emanate from a superior not only in 
rank but in knowledge. 

Without discipline all Military bodies become mobs and worse than useless, 
but discipline enforced by punishment alone is a poor sort which will not stand 
any severe strain. What must be aimed at is that high state of discipline which 
iprings from a Military system administered with impartiality and Judgment, 
so as to induce in all ranks a feeling of duty and the aBsurance that while no 
offence will be passed over, no offender will be unjustly dealt with. 
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In all cases the whole corps should see that the punishmeDt awarded is not 
more thaa is necessary for the niainteiianrat of discipline. 

A CO. cannot pay too much attention to the prevention of Crime — but 
the true criterion of well established discipline Is the absence of crime, not its 
screened existence. 

These should be such as to insure discipline and at the same time foster 
self-respect. 

Inded^on or the use of intemperate language or an offensive manner should 
be carefully avoided, 

C.Os should prevent officers, N.COs, or men publishing information relative 
to the numbers, raovcments or operations or troops or Military details. 

They should not permit any letters of complaint to be published or memorials 
or requisitions made without their consent. 

Any officer or soldier is peraonally responsible for reijorta of this kind, which 
he may make without special permission, of for placing information beyond his 
control so that it linda its way into unauthOTized hands. 

Oflicers and soldiers are forbidden to give publicity to their individual 
opinions in any manner tending to prejudge any questions undergoing official 
investigation. 

No assemblage of officers, N.COs or men should take place to deliberate 
on any military matter without the consent of the CO. 

Neither ofKcers nor men as such should take part ta any political, reh'gioust 
or party demonstration. 

Officers should avoid reprimanding N.COs for irregularity of duty or 
awkwardness in the presence of the privates lest they weaken their authority and 
lesson their self respect, unless it be necessary as in the case of severe reprimand 
that the reproof be public for the benefit of example. 

ORDERS 

The Orders of a Unit will be divided into two parts as follows: — 

Fart I will deal with training, manoeuvres, parades and matters which do not 
affect a soldier's pay, service or documents; Part II (M.F. "D" 873) with matters 
which affect a soldier's pay, service or documents. 

Part II of ordcra, prepared on M.F, "D" 873, will contain every circumstance 
which affects a aoldier's service or pay, and will be published immediately after 
its occurrence. 

Ordera will be divided into paragraphs, each dealing with a separate subject, 
and numbered. The numbering will be consecutive tliroughout the year. 

The procedure for promulgation of Orders is shown under paragraph S, 
page 5, Duties of Commanding Officers; specimen form, showing how part 11 
of orders is to be made out, is given on page 53b. 

Units should keep copies of their orders by pasting them in guard books; 
Militia Book 30, each volume to contain orders for one year, and the book should 
be indexed. 
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INDENTS, ISSUE VOUCHERS, AND RECEIPT VOUCHERS, 

A paper read by Lt.-Colonel A. De L. Panet CO.C, S.O.O., 2nd Division, 
at a Conference of Officers of the 2nd Division held at Toronto on the 3ftt,h 
December, 1915, oa Che subject of Indents, Issue Vouchers, and Receipt Vouchers, 
will be Iou:id in Appendix XII. 

ACCOUNTING FOR STORES. 

1. Officers commanding unita are accountaUe for all stores issued to them. 
Every battalion quartermaster should keep: 

(a) A ledger showing the state of account between the unit and Ordnance 
Stores, (Militia Book 60.) 

(b) A ledger showing accounts between the battsUon quartermaster's stores 
and Company Commanders or other individuals. 

2. Every Company Commander should keep a ledger showing issues to 
individual soldiers under his command. (Militia Book 50F,) 

3. In all cases of transfer of stores, vouchers should be made out in triplicate 
and signed by the Officers concerned. One signed copy should be forwarded to 
the Senior Ordnance Officers. 

4. No discharged soldier should be permitted to go away in uniform. The 
sum of SIO is held back from a soldier's pay to cover cost of civilian clothing on 
discharge. When, however, he has been in the service for six months, this SIO 
is returned to him, and if thereafter he is discharged, civilian clothing should be 
purchased and the account rendered in duplicate to Divisional Headquarters for 
payment. The expenditure authorized h S3 to cover cost of suit of clothes and 
cap and (between l&t November and 30th April) $5 additional for an overcoat. 
(H.Q. 54-21-153 dated 6th March, 1915). 
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5. When clothing or stores of any kind have become unaoTriceable, the 
circumstance should be rspcMrted to Divisional Headquarters whea inatnictions 
would be issued as to assembling a Board of OfUccfs to deal with the matter. 
Wherever practicable an Ordnance Officer will be detailed to Mt on the Board, 

COURTS OF INQUIRY AND BOARDS OF OFFICERS. 

Courts of Inquirymay he convened by Officers commanding units to collect 
and record iuformation, to give an opinion as to th« origin or cause of certain 
circumstances, or to make recommwidations in connection therewith. The 
order convening the Court should contain instructions as to what is required. 
In certain circumstance, e.g., ille^I absence and damage to, or loss of, amalf arms, 
the holding of Courts of Inquiry is imperative. 

Boards of Officers fnay be assembled to give a^ opinion upon matters confided 
to them; e.g., the condition of stores and, if required, to make a recommendation 
concerning the matter in question. 

See specimen Proceedings (rf a Board of Officers c»i page 81a. 

REGIMENTAL SERIES NUMBERS. 

1. A block of Regimental Series Numljera will be allotted to each Unit of the 
C.E.F. shortly after authorization. EUich N.C*0. and nmn is given one of these 
numbers. 

2. When a. man has been given a regimentaf number, that number belongs to 
him for the full period of h:s service. A man on transfer from one unit to another 
doe« not change hia regimental number. 

3. A regimental series number once allotted must not again be used even 
should the man so numbered be dischsrged. In such cases the number remains 
dead. 

DISCHARGES. 

Discharges of N.C.O's and men from the C.E.F. Units can only be authorized 
by the A.A.G. of the Division or Districtj to whom all applications will be for- 
warded and recommended by the O.C. Unit. 

Applications for Discharges must coutain the following information: — 

Regimental Number, 

lUnk, 

Name, 

Unit, 

Flace of Enlistment. 

Date of Enlistment, 

I'lace of Discharge, 

Date of Discharge, 

Reason for Discharge, 

Name and Address of Next of Kin. 

AppUcationsofO.C'stodischargeN.C.O'sand men as cot likely to become 
eflicient soldiers, must contain full particulars regarding each individual case. 

Discharge by Purchase is not a right but a privilege to be panted only in 
very exceptional cases, and subject to application being made ■within three months 
after enlistment and by deposit of $50.00 by the apjdicant to the Unit Paymaster, 

A man on discharge must be fumirfied by his ComiQanding Officer with a 
Discharge Certificate, Militia Form, W.39. 

Special Action to be taktrn to Discharge Men Medically Unfit 

Once a man has been attested, he must not be discharged as Medically Unfit 
except on the recommendation of a Medical Board, and not until the recommenda^ 
tion of the Board has been approved and the discharge has been noted in Camp 
Orders, or the Commanding Officer is otherwise advised, should such be carried 
out. 

All cases fw discharge by a Medical Board should be submitted on M.F. — 
B227, a supply of which can be obtained on requisition from the Stationery 
Department at Divisional Headquarters. 

Special care should be taken to see that all questions on this form are clearly 
and fully answered. In aU cases, the man's full name must be inserted instead 
of using his initials. His rank and the overseas unit to which he belongs should 
invariably be shown. 

The following information should be inserted at the top of the front page.* — 

1, The man's address. 

?. Hia next of Idn. 

3. The address of next of kin. 

These instructions are to be carefully adhered to, to avoid delay in having 
discharges carried out. 

TRANSFERS, OFFICERS. N.C.Os. AND MEN. 

J. The procedure to effect a transfer of an officer, N.C.O., or man from one 
unit of the C.E.F. to another is, for the api^oval of the two Commanding Officers 
to be obtained to the application for transfer, thfln such is to be sent to the 
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Divisional w District Office with the date from which transfer is desired to take 
effect. The transfer will then appear in. Camp or Divisioqal Ordera, U author- 
ized, if not approved both O.C.s will be notified accordingly. 

2. Application for the transfer of o/Hcers, N.C.Os, or men from cue unit to 
another must show, 

1. Regimental Number. 

2. Christian Name in full. 

3. Whether Officers' Declaration or man's Attestation Paper has already 
been forwarded to Divisional or District Office, 

3. When an officer, N.C.O. or man is transferred from one unit to another all 
Regimental Documents should accompany him, and the O.C. Unit, to which 
the officer, N.C.O. or man is transferred, should see tliat alt necessary documtata, 
properly completed, are handed over. 

4. AU transfers o! Ofticera, N.C.Os- and men at their own request must be 
without expense to the public. 

5. In future, no transfers of N.C.O's and men from one unit to anothe- 
will be authotiied, except where it is considered that there are circumstances to 
justify the granting of such transfers, a? in the case of brothers, as laid down in 
paragraph 315 of K.R. & O. (CM.), 1910. 

(IJ.Q. 593-3-29, dated 4-2-16). 

INSTRUCTIONS REGARDING REGIMENTAL DOCUMENTS 
AND RECORDS, C.E.F. 

Careful attention should be paid to the instructions ree:arding Regimental 
Documents and Records, C.E.F., as contained in Appendix Vll in. order that the 
documents enamerated therein may be correctly made out, and rendered to the 
Divisional or District OlHce from time to time as specified. 

A complete specimen of every form ^excejjtiog Pay Forms) mentioned in 
these Iiistructiofts is contained in Appendix VIII. 

Officer Refiponsible in Unit for Regimental Documents and Records. 

The OfHccr ComiQanding the Unit should detail an officer (preferably the 
Assistant Adjutant or one of the Supernumerary CMficers) to supervise the 
preparation of the Regimental Docnmcnts and Records, and mate this officer 
responsible to him (the O.C.) and the Adjutant, for their correctness and prompt 
rendering to the DiVHional or District Office. 

INSTRUCTIONS REGARDING REGIMENTAL CONDUCT SHEETS. 
(Paragraphs 1505-6-7 K.R. & O., Canada. 3910). 
1505. A r^mefltal conduct sheet (M.F.^ — B263) will be made out for every lap. lfll«. 
N.C.O. and man. The regimental conduct sheets of N.C.O's. of the rank of 
company &ergeant-major and upwards will be kept as confidential documents; 
these of other N.CO's. and men will be kept with their other documents. 

The following entries will be made in the regimental conduct sheets in accord- 
ance vnih the subjoined instructions: 

(i) Kvcry conviction by court-martial vhether the sentenct is whoily remitted 
or not; but no entry will be made of any charge upon which a finding of 
"not guilty" has been recorded. 
The "statement" of the charge as set forth in Appendix I, Rules of Pro- 
cedure, is to be entered. In cases where the "statement" does not disclose 
the full nature of an offence, such as charges under Sections 11 and 4Q of 
the Army Act, the purport of the "particulars" mil be added, thus: — 

"Neglecting to obey garrison orders— bathing in the river at a prohibited 

hpur";or 
"Conduct to the prejudice of good order and military discipline — alcoholism." 

When the charge is under Section 19, and the particulars show that the 
offence was committed when on duty or after having been warned for 
dnty, the entry in the conduct sheet should be; — 
"Drunkenness—- on duty." 



Entry of 



Entry of 
Sentence . 



"Drunkenness — having beeu warned for duty." 
The original sentence, toother with any alteration, revision or variation by 
the confirming officer, is r«orded in the c<^umn "Punishment aw^ded. 
Any remission, mitigation or commutation aubs^juent to confirmation, 
with the date of the order and the name of the omoer making it, will be 
recorded in the column for remarks. 

The date of the original sentence is to be recorded in the column "Date of 
award," with the word "confirmed" and the date of confirmation immedi- 
ately below it. 

A finding of "Guilty" need not be entered, but where the accused is found 
guilty of 3 cognate charge or the finding has been altered on revision, such 
alteration wiU be recorded in the column "Punishment awarded." 

When a record of a court-martial is ordered to be reir.oved the entry of the Erasure of 
conviction is to be erased, and the authority quoted. Entiy. 



Entry of 
Flndlni- 



£atrl« wimc 
Trial dlspcustil 



Conviction by 
Civil Power, 



For offences 
prior CO cn- 
Listmeot. 



For ofT«ii«l 
while in ttate 
of deKrti«a. 



Entries qd 
boaid ship. 



Kuln as Co 
Imp. 1917, 
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^ii) Every case of desertion or frauduknt enlistmeiLt in which trial has beta 

dispensed with. 
The authority to be quoted aud the date of the order to be entered. 

(Ui) Every conviction by a court of ordinary criminal jurisdiction, or by a 
court of summary jurisdiction. 

(iiia) Every case in which a soldier has been bound over by a court of ordinary 
criminal jurisdiction or by a court of summary jurisdiction to appear for 
conviction or judgment. 

When the sentence of a court of summary jurisdiction is A fir.e, and the 
offender has not undergone imprisonment in default of payment, the C-O. 
may, if he thinks that a regimental entry of a conviction should not be 
made, represent the case to the O.C Command or Independent District 
for decision. 

When a regimental entry has been made, a certified copy of the order of the 
court will be annexed to the soldier's regimental conduct sheet. 

Convictions by the civil power, whether before or after enlistment, for 
offences committed prior to enlistment, are not to be entered or given in 
evidence against a soldier on a trial by court-martial. Conviction of 
oifer.ces committed in civil life, while in a state of desertion, are to be 
entered and given in evidence before courts-martial as previous con- 
victions. 

Certified copies of all convictions by the civil power will be annexed to the 
Boldier'e regimental conduct sheet. When the imprisonment awarded for 
any such conviction exceeds seven days, the certified record will be 
produced in evidence in the same manner as a former conviction by court- 
mart iaU 

(iv) Every severe reprimand of a N.C.O. 

(v) Every case of reduction of a N.C.O. to a low^r grade, or to the ranks, 
or deprivation of lance stripe, for an offence, but not far inefiiciency, 

(vi) Every award of detention by the CO. 

(vii) Confinement to barracks exceeding seven days. 

(vLii) Every instance of drunkenness, 

(ix) Punishments on board ship. Every award of punishment by the CO. 

of one of Mis Majesty's ships, ia pursuance of the Imperial Order-in- 

Council of 6th February, 1882. 
Sto|^>age of smoking on board ship for any period exceeding seven days. 
Every award of punishment on board his Majesty's ships which is equivalent 

to any of the above punishments, or to a regimental entry, 

(x) Every offence entailing forfeiture of pay under the Pay and Allowance 
Regulations, except: — 

(a) Where the offence is absence without leave not exceeding two days. 

(b) When the forfeiture is in consequence of a civil conviction for which a 
fine Las bcnu awarded and the O.C. Command or Independ^it District 
has ordered, under subhead (iii) that a r^imental entry shall not be 
made; or 

(c) When the offence was committed before enlistment, (xi) Any punish- 
ment awarded by (a) Visitors to soldiers under sentence in a military 
prison or detention barracks or in a naval prison ; (b) the visitor in a branch 
detention barrack when so ordered by the officer awarding the pujiish- 
ment; (c) the visiting committee in a civil prison, (xii) Every case of 
admission to hospital on account of alcoholism, duly certined by a medical 
officer, whethw it has been dealt with as aa offence or not, is to be entered 
in red ink unless the soldier has been tried on a charge based upon the same 
facts and acquitted, (xiii) Any especial act of gallantry or aistineuish^ 
conduct by the soldier which has been brought to notice in brigade 
or superior orders, or in despatches. These entries are to be made in 
red ink. 

I5D6. (i) Eacheatry will be initialled by the CO. or adjutant in the column 
for remarics. The signature in full will be appended to court-martial 
entries. 

(ii) Vague entries, such as "improper conduct," are to be avoided. 

(iii) The following abbreviations, etc., are to be used; — 
Confinement to barracks— C.B, 
Imprisonment with hard labour — Impt. H.L. 
Detention — Detn. 
Fine — Fined. 
Penal servitude — P.S. 

Deprived of lance stripe — Dcp'd Lee. Stripe. 

Forfeiture of pay, proficiency pay, or service pay is to be noted under 
the head of^ "Remarks" as: — 
Forfeits , , . , ; day's pay, etc. 

(iv) A specimen regimental conduct sheet will be kept in the office of every 
officer entitled to award a regimental entry. 
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1507. If a conduct sheet is lost, the CO. wilt asseinble a court of inquiry to Loss ol conduct 
iavestigate the circumstances and obtain evidence as to tlie entries contained in i'"*'-,q,b 
the lost sheet. The CO. will then cauw a new sheet to be drawn up and sub- "' ' *■ 
stituted for the lo-st sheet, an entry in red ink, "Substituted for original, lost," 
with date and CO's signature, being made in front of "number of sheet." 

(See Specimtn Company Conduct Sheet in Appendix VII.) 

INSTRUCTIONS REGARDING COMPANY CONDUCT SHEETS 

(Paragraphs 1510-11 K.R. & O., Canada, 1910.) 

1510. A company.etc, conduct sheet (M.F. B,263) for each N.C.O. under the Comiany 
rank of compMijr Bet^eant-major, and each man, will be kept in a guard book and f""'*'!^,^*'*^ 
will be retained Jn the custody of the company, etc., commander, under lock and '"^' 

key. The guard book will also contain a specimen conduct sheet for guidance 
in making entries together vlth an alphabetical list of soMiers on the strength 
of, or attached to, the company, etc. Should a sheet be temporarily withdrawn, 
the date and reason for such withdrawal will invariably be noted in pencil against 
the soldier's name on the lUt. 

An entry will be made in the company, etc., conduct sheet of every award of 
punishment against the soldier, by whomsoevw made, e-icept that offences 
exempt from insertion under para. 1506 (iii) and (iiia) or under rule (iv) below, 
will not be entered. 

The following ?ules for keeping company conduct »h«tB will be observed; — 
(i) The heading of each sheet will be filled in. (ii) The same rules will be observed 
as are laid down for regimental conduct sheets in paras. l&OSand 1606 Oh). The 
officer who makes an entry will initial it in the last coltimn. (iv) The company, 
etc., gommander will record therdn. every offence committed by K-C,0.s and 
men, for which punighment haa been awarded, except offencce (other than 
drunkenness, or those involving forfeiture of p^y under the Pay and Allowance 
Regulations) for which confinement to barracks for one day, or its equivalent 
punishment on board ship, or one extra guard or picket has been awarded. 
Admonition will not be entered except in cases of drunkenness and in those 
involving forfeiture of pay under the Pay and Allowance Regulations, (v) 
Every act of drunkenness committed by a soldier is to be entered in blackink, and 
numbered consecutively, in red ink, in the column set apart for that purpose, 
(vi) Every case of admission to hospital on account of alconolism duly certified by 
a medical officer, whether it has b^n dealt with as an offence or not, is to be 
entered in red ink, unless the soldier has been tried on a charge based upon the 
same facts and acquittKi. (vii) All entries in the company conduct sheets will 
be compared frequently by the C,0,, or an officer deputed by biiOj with the 
awards recorded in the guard reports and minor punishment reports. 

In the case of a sheet being lost, the pro«dure laid down in para. 1507 will 
be followed. 

1511, On pronwlion to company sergeant-major, etc, OT any higher rank, any Imp. 1932, 
entries in the company conduct sheet such as those mentioned in the latter part of 

this para, will, for purposes of assessment of character, application for good conduct 
medal, etc., be transferred to the reginiental conduct sheet in red ink, vith a note 
that these entries do not count as regimental entries. The company conduct 
sheet will be destroyed. 

The company conduct sheet of a soldier will be destroyed on his discharge. 
A record of such entries as are referred to in the two last sentences of this para, 
will, however, be made on a fresh conduct sheet, and placed with the dischar|^e 
documents, and those entries and entries in the regimental conduct sheet will 
i^lone be taken into account in assessing a soldier's character. 

It will also, if containing any entnes, be destroyed, and a blank one sub- 
stituted: — 

"(i) tOn completion of six months fcom the date oi his attestatioa. 

(ii) fAftcr every continuous period of two years, during which he shall not 
have incurred an entry In his company, etc., sheet. 

(iii) fOn attaining the rank of sergeant. 

When a new sheet is taken into use an entry, signed by the company, etc., 
commander, will be made at the top of the sheet "Sheet destroyed (date); last 
entry (date)*; number of cases of drunkenness (date of last instance)." 

Before destroying company, etc., conduct sheets the headings of the new 
sheet will be compared. The entries in the regimental sheets will be checked 
and completed. 

Entries in the company, etc., conduct sheets of deprivation of lance stripe or 
severe reprimands of N.C.Os, of admission to hospital for alcoholism, and of 
cases of drunkenness, which under previous regulations have not been reckoned 
as regimental entries, are not to be transferred to the regimentat conduct sh^ts. 
They arc to be copied into successive new company, etc, conduct sheets and will 
be taken into account in the assessnient oi the soldier's character as contemp-ated 
i n para. 336 and as above. 

Note t — (i) (ii) and (iii) will not apply to a case occurring before the lat of 
February, 1Q07, unless there are no entries in the sheet subsequent to the date of 
the conipletion of six months' service, being two years clear of an entry, or 
promotion to sergeant^ respectively. 

" The date to be entered will be the date of awflrd, or, in the case of imprison- 
ment or detention, the date of return of duty. 

(See Specimen Company Conduct Sheet in Appendix VII.) 
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RETURNS AND STATES. 

For a complete list of Returns and States which C.E.F. Units are required to 
furnish the Divisional or District OfSce tf^ther with specimen return forms 
(See Appendix IX.) 

Great care should be taken to see that the information called for in these 
Returns and States is rendered in a full and accurate manner and that they are 
sent forward to the Divisional «■ District Office on the dates speciJied. The 
majority of the«e Returns have to be compiled in the Divisional or District 
Oifira into a complete Return for all the C.E.F. Units in the Divisional or District 
Area, and fcH'warded to Militia Hcadquanerg, Ottawa. Delay by one or two 
C.Os to raider their Returns promptly either holds up the Divisional or District 
Return, or makes it necessary for this to go forward in an incomplete state to 
Militia Headquarters. 

The Returns detailed in Appendix IX. are liable to be amended, cancelled, 
or new ones called for at any time, therefore, this Appendix should be checked 
over and the changes and additions marked therein aa they are communicated 
to O.Cb., to keep it up to date. 

COURTS OF INOUIRT TO DETEiyVIINE ILLEGAL ABSENCE. 

The Court of Inquiry, M.F. B303 and Declaration Fonn B259, to determine 
illegal absence of a soldier, under Section 72 of the Army Act (See K.R. & O, 
Canada, 1910, para. 564) should be rendered in duplicate to the Divisional or 
District Oiiice iti the manner as shown on specimen form and instructions (See 
Appendix XIII). 

COURTS OF INQUIRY IN CASES OP DAMAGE TO. OR LOSS OF, 

SMALL ARMS. 

In all cases of loss or deficiencies of small arms and in cases of damage to the 
same, caused by Gring or otherwise, Courts of Inquiry will be held. In cases of 
accident, arms will be fcn^arded to the Senior Ordnance Ofhcer exactly as found 
after the occurrence. See Equipment Regulations, Part 1, 1908, paras. 241 and 
212 as substituted by General Order 198 of ldl2. 

LEAVE OF ABSENCE OF OFFICERS. 

Applications for leave of absence of officers should be submitted by the O.C . 
to the A.A.G. Division or District at l^t two or three days before the commence- 
ment of the leave apj^ed for, and when the leave is to travel abroad th« applica- 
tion should be rendered at least a week ahead, as leave to travel abroad can only 
be granted by Headquarters, Ottawa. 

PASSES AND. FURLOUGH TO N.C.Oa AND MEN. 

Passes to N.C.Os and men up to and Including sik days can be granted by 
O.Cs Units, far longer periods application for furloughs should be rendered on 
M.F.B.SS:^ to the Diviaonal or District Office, for approval, and return. 



SPECIAL ARRANGEMENT FOR ISSUE OF RAIL TRANSPORTATION 
BY O.C. UNITS AWAY FROM DIVISIONAL HEADQUARTERS 

Eaii Transport. The O.C. of a Battalion will get in touch with the A.D. of S- & T. of the 

Division for all tran^rt required. If a Battalion is quartered away from the 
Headquarters of the Division, and transport is urgently required, or time will not 
permit the sending of a Transport Warrant to the Officer Commanding Battalion, 
arrangements will be made by the A.D. of S. 6c T. urtiereby the O.C. Battalion 
will give the Railway Agent a receipt for aU tickets required, statii^ thereon the 
number of officers or men using the tickets and on what duty. These receipts 
will be sent by the Railway Comiany to the A.D. of S. & T. of the Division, and 
Transport Warrants issued to cover. 

Officers and N.C.Os with rank of Sergeant and above are entitled to Ist 
class accommodation, all others to 2nd Class. 

When Transport Warrants are issued by A.D. of S. & T. oi Division, the 
number of the warrant must be kept (or reference by the O.C. and inserted on 
travelling claim, if any. 



Abseatea 
wltliout leave, 

Copy oi Order 

la CouncU, re. PaESENT: 



ABSENTEES WITHOUT LEAVE, C.E.F. 

Thursday the sixth January, 191S. 



HIS ROYAL HIGHNESS, THE GOVERNOR-GENERAL IN COUNCIL. 

Whereas much difficulty in the administration of the Canadian Overseas 
Expeditionary Force in Canada and numerous failures of justice have arisen 
through the fact, that in very many cases, absentees from that Force do not give 
themselves up or are not apprehended until after' their respective Units have 
embarked for Overseas Service; 
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And Whereas then, the witnesses to the attestation, absence, etc having 
also gone, it h dilQcult, if not impossible, to {Hoduce evidence sufiicient to secure 
the offender's conviction by Court Martial; 

Therbpore His Royal Highness the Governor-General in Council, under 
and in virtue of the authority of Section 6 of the War Measures Act, and vith the 
view of providing a more easy and ready means of bringing offenders to punish- 
ment, 13 pleased to make and doth hereby nmkc the following orders and regu- 
latiwis, namely: — 

1. Every man of the Active Militia of Canada, who, without the leave of 
his Conimaaoing Officer, absents himself from his Corps while it is on active 
service, and every soldier of the Canadian Overseas Expeditionary Force who 
absents himself from his unit, without the leave of his Command:!^ Officer, is 
guilty of an offence under the Criminal Code, and on summary conviction under 
the provisions of Fart 15 of that Code is liable to imprisonment, with or without 
hard labour, for a term not exceeding two years, 

2. Production of an attestation paper purporting to be signed by the accused 
and attMted by a Justice of the Peace or by an Officer appointed to command a 
Battalion or other similar unit of the Canadian Overscan Expeditionary Force, 
and purporting to be an engagement by the accused to serve in the corps or the 
unit from which he is charged with being absent, shall be sufiicient proof that the 
accused was duly enlisted into such Corps or Unit; and evidence that the accused 
was in Canada at the time of his surrender or apprehension and a written state- 
ment purporting to be signed by the Adjutant-General of Militia or by an 
Assistant Adjutant-General that the unit to which the accused was posted or 
belonged has departed from Canada for Overseas Service shall be prima facie 
proof that the accused is an absentee without leave from such Corps or Unit, 
and shall be sufficient to cast upon the accused the onus of proving that his 
absence from the Corps or Unit was not illegal. 

3. Nothing herein shall in any way limit or affect the power of the Mili- 
tary Authorities to proceed against and punish an absentee without leave accord- 
ing to the rules of military law; but an accused person shall not be liable to be 
tried both by a Military Tribunal and by a Civil Court, but may be tried by 
either of them as may be prescribed. 

4. The Military Pay and Allowances of every one who has been convicted 
of absence without leave from hia Corps or from the Unit to which he belongs 
shall be held liable to be stopped to make good any loss or damage or destruction 
done or permitted by him to any arms, ammunition, equmment, clothing, 
instruments, or repimefttal neces«iries the value of which the Minister of Militia 
and Defence has directed him to pay. 

COURTS MARTIAL. 

A laper prepared by CaptainE. Trump, D.A.A. &Q.M.G. (2), 2nd Div,, 
and read at a recent conference of officers in the 2ad DLvirional Area, 
dealing with the preparation of Application documents for the trial by Court 
Martial of an accused person, also the Procedure on Trial is contained in Appendix 
XIV. 

CORRESPONDENCE, CHANNEL OF COMMUNICATION, ETC. 

1. All corresposidenoe from C,E.F. Units to Divisional ot District Office 
should be addressed to the A.A.G. i/c Administration and be forwarded through 
the O.C^ Units. Junior Officers, N.COs and men must not communicate direct 
with Divisional or District OfSces. 

2. In writing letters on military subjects, the main objects to strive at are, 
Terseness, Siraphcity, Accuracy, Clearness, and Short Sentences. 

J. Each a-jbject should be treated in a separate letter and is to be briefly 
indicated in the upper left-hand corner of the letter, thus — Discipline- — Equip- 
ment — Transport— etc. 

4. The rank and unit or appointment of officers are to be added after their 
signatures. Signatures are to oe in manuscript and not stamped. When a 
communication has reference to previous correspondence from the Divisional 
or District Office, the number of correspondence and date should be quoted. 

SCALE OF FINES FOR DRUNKENNESS. 

Extract from the King'a Reg:ulation8 and Orders for the Canadian Militia, 
1904, para. 1058, as amended by G.O. 202, 1908. 

1. {i) Having reference to Section 19 of the Army Act the fine thereby 
authorized shall be any sum not exceeding ten dollars, instead Of "not exceeding 
one pound" as therein mentioned. 

(3) When exercising the powers laid down in section 46 of the Army Act, a 
commanding officer may, in the case of an offence of dmnkennMS, order the 
offender to pay a fine not exceeding six dollars either in addition to or without 
any other punUhment, and the amount of the fine in each case shall be according 
to the following scaled- 
CD' For the first offence of drunkenness during a militiaman's service there 
shall be no fine. 
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(II) (a) For the second offence the fine shall be $2.00. 

(b) For the third and every subsequent qEfence the fine shall be 83,00; 

but if the third or any subsequent offence occur within six months of 

the last preceding offence the fine shall be |5.D0, and if within three 

months $0.00, 

Time during which a soldier is absent from duty by reason of imprisonment, 

or absence without leave, is not to be reckoned in the above periods, 

(III) A soldier should not be fined (or drunkenness when the unpaid fines 
amount to $10.00, 

2, The Scales of Fines, Mil. Form B, 297, is to be placed in every barrack- 
room. 

(Note. — Every instance of drunkenness is a regimental entry.) 



MEMORANDUM RELATIVE TO INFANTRY SCHOOLS OF INSTRUC- 
TION FOR MEMBERS OF CANADIAN OVERSEAS 
EXPEDITIONARY FORCE. 

1. With a view to providing qualified officers and non-commissioned officers 
for the Canadian Overseas Expeditionary Force, an Infantry School of Instruction 
will be established in each Military District, either at Headquarters or at some 
other suitable point. 

2. Members of the Canadian Overseas Expeditionary Force, of whatever 
rank or service, will be permitted to attend; provided they are recommended by 
their Commanding Officers, or other proper persons, and that there is room for 
them. 

3. The Staff of each School will consist of a Commandant, and of as many 
Instructors (oilicers and non-com missioned ofKcers) as circumstances jugtlfy. 

4. Candidates (hereinafter described as prottationcra) will join fortnightly 
(or weekly, if possible), and will undergo a progressive course of instruction. " 

5. The duration of the probationer's course will depend on the progress 
he makes, and on the rank for which he seeks to qualify, 

6. Boards will assemble for the periodical examination of probationers; 
and, subject to the e^gencies of the service, the President and Members will be 
officers of field rank. 

7. A protatiwier will not be allowed to present himself for examination 
unless recommended by the Commandant of the School which he attends; but 
he may request a special examination if fw any reason ^e deems himself over- 
looked. 

8. For cause, a probationer is liable at any time to be removed. 

9. Probationers, whatever their rank or service, will draw the pay and 
allowances of a private soldier in the Canadian Expeditionary Force. If his 
family is in receipt of or entitled to receive Separation Allowance, this will also 
be drawn at existing rates. 

10. They will wear a special uniform which will be furnished to them free of 
cost, except in cases spedEed in the succeeding parap'aphs. 

11. Schools at present constituted will be continued until the expiration of 
the period for which Militia Officers (provisional or far higher certificates) have 
been authorized to attend. 

12. Officers of Militia Units (not of the C.E.F.) already holding lieutenant's 
certificates may be permitted, without expense to the public, to attend a school 
for qLalification for higher rank should it be considered advisable by the O.C. 
Military District, but such officers must previously have stated their willinffness 
to go overseas. These may be permitted to wear their uniform but with no 
badges of rank, 

13. A provisional lieutenant who has already attended a school of instruction 
and failed to qualify, will be required to attend for further instruction before 
being re-examined. 

14. Officers of overseas units may be permitted to attend for senior courses 
of instruction, and will be given leave of absence from their units for this purpose. 
They will, while in attendance, wear their own uniform but without rank badges, 
and will draw pay and allowances as laid down In paragraph 0. 

15. In future all appointments to commission in overseas units will be made 
(1) from already qualiried ofScera, (2) from officers qualifying under para. (11), 
or (3) from individuals who qualify for such at the schools with whichfthis 
memorandum deals. 

16. To be eligible for admission to a school, canditktes must belong to 
overseas units. (See paras. ?, 4, 5, 6, 9, 10 above.) 

17. In making recommendations for the admission of probationers to schools 
it will be stated in each case whether the probationer is a candidate 

(11 For commissioned rank, 
(2) For non-commissioned rank. 
This will not prevent speciftlly promising officera or N.C.Os being permitted 
to continue their course with a view to higher qualification. 

18. A probationer will rejoin his overseas unit in the rank which^he held 
when admitted to a school. 



ORGANIZATION AND ADMINISTRATION C.E.F. UNITS. 



APPENDIX I. 

WAR ESTABLISHMENTS, 



1. Artillery, Brigade, Field, C,E,F. 
A Battalion of Infantry, C.E.F. 



(Special Establishments of Departmental Units will be ogti&ed O.C's 
direct from Divisional or District Office.) 
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(li) 1 for each battery and 1 
for ammunition column. 

(J) Provided by French author 
ities after dtsembarkation. 

•Detail for water duties pro- 
vided in England. 

(b) Includes 2 look-out nien, 
and2l>i.C.0&and men trained 
as telephonists. 9 of the latter 
should be further trained in the 
use of thft bmaer and 8 trained 
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AN INFANTRY BATTALION WAR ESTABLISHMENT. 
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Headquarters 

Major (2na) 

Adjutant.... .....,.,..,.. 
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1 
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9 
10 
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(c)15 
16 
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1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
J 
1 
1 
1 

2 
30 

1 
10 

1 

1 
(c)15 
16 
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18 
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Quartermaster-Sergeant. . . . 
Orderly-room Clerk (a) . . , . 








Drivers, 1st tine transport 

Pioneers 
Signallers 


■■ 
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Orderlies tor medical officer 
(d) 
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1 
1 
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8 
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65 
5Cc) 


82 

1 

6 
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10 
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22 
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33 
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Attached 




A,M.C. (includes personnel 


■• 


Total Headquarters (inciud- 


10 
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9 




70 


90 


11 


22 
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34 


8 






Machine Gun Section 


1 


■ • 


'2 


.. 


i 

24 
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Total Machine Gun Section. 
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WAR ESTABLISHMENT— INFANTRY BATTALION—Continued. 
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Company 

Majpr (or Captain) com- 
manding , . . 

Captain (2iid in coinmand). . 

Subalterns , . . . 

Company Sergeant^ Major. . 

Company Quartermaster- 
Sergeant - . . 

Sergeants, , , ,. . 

Drummers or buglers 

Corporals , 

Privates , 

Drivers, 1st line transports. 

Batmen (b) 

Total company (f) , — 



10 

18S 

3 



10 



207 



1 
I 

4 
1 

1 

3 

4 

XO 

188 
3 
fi 



221 



*Kot Authorized. 

(a) The orderly-room clerk may be of the rank of corporal, in which case he will be deducted from 
the sergeants and added to the rank and file, 

(b) Batmen are fully armed and trained soldiers, and are arailable for duty in the ranks, 

(c) 7 may be lance-corporals. 

(d) Two men (one a lance-corporal) trained for the duties, will be pUicttl under the orders of the 
medical officer. The private drives the cart for medica) equipment. 

(e) Includes a eotporal. 



Details left at the Base. 

Sergeant master tailor l 

Storemen ,,-..,.. 

First reinforcement I 



1 





1 








■■ 


2 


;: 


4(f) 
02 


100 



I ! 



(f) One storeman will mobilize with each company. 

SpeciAlly Authorized. 

band, 1 Sergeant and 19 Bandsmen. 



Notes, 

(1) Chaplain (attached to Headquarters) ia appointed when Battalion is ordered to proceed 
Overseas. 

(2) I Pay Sergeant may be attached to Headquarters. 

(3) 1 Supernumerary Lieutenant may be appointed to each Company, if desired. 

(4) Detail for Water Duties -wLU be provided in England, 
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WAR ESTABLISHMENT— INFANTRY BATTALION— Continued 

(ii) Transport. 



DETAIL 



M 
> 






Horaea and Cobs 



as 

3 






t 



REMARKS 



Headquarter^' 



1st Line. 

Bicycles for signallers. 

Carts S.A.A 

Maltese for med- 
ical equipment. ..i 
Water..... .....; 

Wagons, limbtrfid, 
G.S. for tools , ,.,,...! 
Drivera for spare ani-' 
mals. ...,,....,., 



Machine Gun 
SectioD.,, . . . 



Wagons, limbered 
G.S. for 2 machine 
guns, tripods and 

ammunition .,. 

Carta, S.A.A 



2 
2 
2 



10 

1 

4 

4 

3 



(a) Medical Officer's Orderly. 



(Packcobs for ammuni-' 
percoiiipany) (b) j 4 

Train. 



(Wagons, G.S. for 
baggage, stores, and 
supplies 



Total. 



4(c) 



27 



30 



34 



8 



9 



(b) Battalions which do not 
possess travelling kitchens will 
have in lieu 3 wagon G.S. for 
cooks with 1 driver and 2 heavy 
draught horses. 



(c) Provided by the Army Service 
Corps. 



Note.'-'When specially ordered one blanket p^r man is carried, and 2 C.5. Wagons in addition witt 
ht required. For these vehicles, 2 extra A.S.C. drivers and 4 extra h«ivy draught horses will be added 
to the train transport of the battalion. 
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ORGANIZATION AND ADMINISTRATION, C.E.F. UNITS. 



APPEXDrx II. 
TERMS OF SERVICE, 



(a) An officer before being appointed as such, and a man before enlisted 
in the Canadian Expeditionary rorce^ will be required to sign a drelaration 
(Officers' Declaration Paper, M.F.W, 51, or Attestation Paper. M.F.W. 23) to 
the eilect that he accepts the conditions therein set forth, and that he engages to 
serve for a term of one year, unless the war lasts longer, in which case his services 
will be retained until the qonclusioft of the war; provided that if employed with a 
hospital, depot, or a mounted unit, or as a clerk, etc., he may be retained after 
hostilities until his services can be dispensed with, but in no case for a period 
exceeding six months. Ofhcers or men may be attached to any arm of the 
service as required. 

(b) Subject to authority and with their consent officers of the Permanent 
Staff and Force may be appointed for general service; such service will count 
toiranls promotion and pension in the Permanent Staff and Force after the 
ooodusJon of the war, subject to authority and with their consent men of the 
Permanent Force may be enlisted for general service. Only in special cases will 
it be po^ble to accept the service of men who belong to the Permanent Garrisons 
<rf Halifjut, Quebec, or Esquimalt. 
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ORGANIZATION ANP ADMINISTRATION C.E.F, UNITS. 



APPENDIX III. 



INSTRUCTIONS REGARDING PHYSICAL QUALIFICATIONS AND 
MEDICAL INSPECTION OP RECRUITS C.E.F. 

1. The present standard of age, height and chest measurement is as {qUowsi — 

Age:— 18 to 45 years. 

Height!— Not less than 5 ft. 2 in, for all units except Artillery, and not less 
than 5 ft. 4 in. for Artillery units. 

Chest Measurement: — Men between IS and 30 years, 33 inches as a 
minirnum. 

Men between 30 and 45 years, 34 inches as a mioinium. 

3, The greatest care must be taken in the examination of a recruit. Every 
man who is presented for examination must be stripped, and the examination 
conducted in a thorough and systematic manner, 

3. The examining officer will see that he has free use of his Hmbs and has no 
deformities; that hi$ chest is ample; that his hearing, vision and speech are 
normal; that be has no evidences of cutaneous di&casea past or present; that he 
is not ruptured; that there ta no marked variococcle or no varicose veins; that he 
has the app^rance vi being aa tntelligent and sober man and likely to make an 
efficient soldier suitable for a unit of tne Expeditionary Force. 

4. Regarding the teeth, it should be noted that the wearing of dentures is 
permissible, and that unless the condition of the teeth is such as to 6&riousiy 
impair the man's general physical condition, be should not be rejected, asarran|[e- 
ments have been made whereby the teeth can be put in order by the Canadian 
Army Dental Corps, subsequent to enlistment. C^re should be taken to see 
that there is no diseaae of the gums, which might render the man un6t. 

5. In examining a recruit's vision he will be placed with his back to the Ught, 
and his visual acuteness will be tested by means of test types placed in ordinary 
daylight, or its artificial equivalent, at a distance of six. metres (20 English feet) 
from the recruit. 

Each eye will be tested separately. 

The visual acuity of each eye in the case of approved recruits will be entered 
on the Medical History Sheet. 

(a) Squint, or any morbid conditioa of the eyes or lids of either eye, liable to 
the riak of aggravation or recurrence, will cause the rejection of the Can- 
didate. 

(&) If a recruit can read D-SO. at 20 feet, or better with each eye, without 
glasses, he will be considered as "Fit." 

(f) If he can read D-20, at 20 feet, with the right eye, without glasaes, and 
not less than D-80, at the same distance with the left eye, without glasses, 
he will be conadered "Fit." 

(d) If he can read 0-20, at 20 feet, with the left eye, without glasses, and not 
less than D-120, with the right eye, at the same distance, without glasses, 
he will be conadered "Fit," for the Canadian Army Service Corps, 
Canadian Army Medical Corps, or the Canadian Ordnance Corps, and 
for Driver of the Canadian Artillery or Canadian Engineers- 

^, Particular care should be taken to see that men with tuberculosis, chronic 

rheumatism, cardiac disease, rencl disease or syphilis, are not accepted as "Fit." 

A sufficient enquiry should be made in each case to eliminate these conditions. 

7. Great care should also be exercised in the selection of men who have had 
fractures of com[Kiratively recent date, and especially where such have been in 
the neighbourhood of joints. 

8. Men requiring operations to render them physically fit, should not be 
accepted a* "Fit" until sufficient time has elapsed after the operation to permit 
of their undergoing training without subjecting themselves to the risk of a 
recurrence of their old condition, or of other serious consequencra. 

9. There should be no qualified opinion given. The man must be declared 
"Fit" or "Unfit" for general service, 

10* Medical Officers are required to exercise the greatest caution in accepting 
recruits in order to avoid disappointment and loss to individuals, and serious 
public Idss as well. In most cases in which men who should have bcxn rejected, 
are passed as "Fit," such action is the result of carelessness and lack of attention 
to details on the part of the Medical examiner. 
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11. Civilian Practitioner? may cany out the examination of recruits in 
places where A.M.C. officers are not available, BeEorc employing Civilian 
iSractitionera Officers Commanding ^ould submit their recommendations to the 
A.D,M.S,, 2nd Division. 

EPIDEMIC DISEASES. 

1. Owing to the prevalence of epidemic diseases, the greatest care should be 
taken to prevent men who are enlisted frgm exposing themselves to the riak of 
infeaion. Medical ofScera should obtain, as f» as possible, a list of all buildings 
in the area covered by their Unit in which infectious diseaaes exist, and have 
such list published in Orders, as places out of bounds during the period of quar- 
antine. 

2. Lists of such places can be obtained from Medical Health Officers, or 
clerks of niaDicipa!Jtite. 

CIVIL HOSPITAL ACCOUNTS. 

1. In the event of men enlisted in the Canadian Expeditionary Force 
requiring hospital treatment tor some condition arising subsequent to their 
enlistnient, they should on the recommendation of the Medical Officer be sent 
into a Military Hospital, if one is available, and if ndt, into a civil hospital, 

2. Accounts fron civil hCtfpitals to the extent of 11.00 per day, covering 
maintenance and treatment, will be jaid by the Militia Department. Such 
accounts should be rendered in triplicate to the Commanding Officer in each 
individual case, and should show the rank, name and battalion of the man, the 
date of admiswon and discharge, the condition for which he was trrated in hospital 
and on whose authority he was sent there. 

3. All such accounts must be approved by the Commanding (^oer, and 
should be forwarded at once to the A.D.M.S. at Divisional Headquarters. 

4. Men traced in hospitafs at the expense oS the Dep^rtmvnt are not eatidled 
to subsistence allowance while in hospital, 

MEDICAL SUPPLIES. 

1. Medical Supplies will be issued as required in the treatment of men who 
an enlisted for Overseas Service, whether they are on subsistence allowance, or 
drawing rations, 

2. Requisitions for supplies should be submitted on Militia Form C.615, in 
triplicate, monthly, to the A.D.M.S. of the Division. 

3. The needs oi the men in various c«itres must be anticipated by the 
Medical Officer, and the requisitions should reach the OiTice of the A.D.M.5. at 
hast five days before the supplies are actually required, so as to allow sufficient 
time for arranging the issue. 

4. Unless otherwise ordered, the local purchase of Meditsil Supplies without 
previous approval of the A.D.M.S. is not authorized. 

5. In special emergency, or under very ejtceptional circumstances, Com- 
manding Officers may authorize the local purchase of Medical Supplies for 
immediate requirements. In all such cases, approved accounts in triplicate must 
be forwarded at once to the A.D.M.&., together with a letter explaining why such 
action was taken. 

6. Medici Officers should note carefully how Medical Supplies are expended, 
as a monthly account may be called for. 

7. It is not considered necessary to issue instruments, as Medical Officers 
should have in their possession a pocket case which is sufficient for ordinary 
requirements. 
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ORGANIZATION AND ADMINISTRATION, C.E.F. UNITS 



APPENDIX IV. 
SPECIAL ENLISTMENT REGULATIONS. 

1. Regulations regarding eallstment of Russian Subjects* 

The Regulations issued by the Russian Government are to the effect that 
yount Russian Subjects who nave to do their military service for the first tin», 
that IB, the classes of 1914, igi£, 1919, and 1917, are cow allowed to enlist in the 
C.E.F. as well as the Reservists and Territorials of the first and second class. 

The above apj^ies only to Privates and Non-commissioned Officers. 
The following Regulations must be observed in all rasea: 

(A) The IdqntificatioD Certificate of a Russian Subject which the Ruaaian 
Consul at Montreal ofTeis to furnish as a protection to the Canadian 
Militia Authorities with regard to the identity of a man applying for 
enlistmcutt who claims to be a Russian subject, is granted as a matter of 
courtesy, and this should be borne in mind by all Recruitine Of&cers in 
COntinumcating with the Russian Consul General on the subject. 

(B) The Russian Consul will deliver such Identification Certificate only to 
or for a Russian, who presents personally or through a RccruitinS; Officer: — 

(a) Russian Identification Papers, i.e.. Passport, Military Booklet « 
Birth Certificate, and 

(b) The photo of the applicant attached to the documents forwarded 
for identification, and 

(c) A remittance of 8S cents (coveriog 80 cents Consular fees and 8 cents 
postal expenses in returning the documents.) 

If, as apparently haa been frequently the case, in the past, the Recruiting 
Officer asks for Identification Certificates by letter or wire, without sending the 
necessary documents, the Russian Consul General will be unable to pay any 
attention to such communication. 

7. Regulations regarding enlistment of Italian Subjects. 

Before an Italian Citi;een is enlisted in the C.E.F., he must be required to 
present to the Recruiting Officer a certificate from an Italian Consular Agency to 
the effect that he is exempt from Military Service In Italy, or that he belongs to a 
Class of Reservists which lias Qot been re-catled. 

This certificate is of importance because it appears that the fact that an 
Itfdian Reservist is serving in any of the Armies of the Allied Forces does not 
exempt him from penalty for desertion from the Italian Army; and all Italian 
Reservists belon^ng to any Class^ which has been called up, must answer to the 
recall, or they will be declared deserters, and liable to penalty on their return to 
Italy, 

3. Regulations legardlng the enlistment of Mechanics. 

(a) Upon the apj^ication for enlistment of any man who is a qualified 
mcdianic or machinist, his enlistment is not to be completed, but full particulars 
as to such man should be forwarded to the A.A.G. Division or District. The 
CO. will then tie informed with as little delay as possible as to whether the 
man's services are requved in coanection with the manufacture of munitions. 

(b) No men, who are at present engaged in the manufacture of munitions, 
should be allowed to enlist. It should be pointed out to them that they are 
serving the country as well by carrying on thtur present employment and helping 
towards the successful issue of the war in ano^er way. 

4. Recruits should speak English or Freoch. 

Except in special cases and for special units men should not be enlisted who 
cantwt undersund English or French. 
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APPENDIX V 



FINANCIAL INSTRUCTIONS C.E.F., AND ALLOWANCES FOR TROOPS 
SERVING IN CANADA AND OVERSEAS, ETC. 

New instnictioas are in course of preparation and will be distributed to alt 
concerned, in a separate pamphlet, but in tke meantime, in order that Paymastem 
and Officer^ Commanding Units proceeding oveiseas may be fully aware of the 
most important requirements on receiving instnictiong to be ready to embark, 
and of the procedure required on arrival in England, the following Circular 
inatructious are promulgated herewith. — 

Instructions regarding accouats, etc. of Units on recelring orders to 

embark. 

1. In a large numbef of case?, the Pay Accounts of Units, on arrival in 
England, are found to be in a very unsatisfactory condition. The Divisional or 
District Paymaster is therefore to take steps, in future, to aimnge that before 
any Unit proceeds overseas, the entire accounts and paylists are to be subjected 
to a close inspection and audit by a representative from his office, and a cetti&catc 
to this effect handed to the Paymaster of the Unit concerned, a duplicate for- 
warded to the Accoununt and Paymaster General, Ottawa (together with Report 
(rf Inspection), and a triplicate certificate forwarded to the Chief Paymaster, 
C.E.F., London, England. 

2. It is frequently found that outstanding observatJons on monthly iMyiists 
have not been adjusted before the Unit leaves Canada, with the consequent 
result that it becomes very difficult to adjust these matters after arrival in 
England. 

i: The Divisional or District Paymaster must take steps to see that all 
paylista of units about to proceed overseas are cleared up before they leave this 
country. Immediately notification js received that a Unit is warned to prowed 
overseas, the Divisional or District Paymaster will take steps to carry out the 
above instructions, informing the Paymaster concerned that, prior to leaving his 
station, a cheque for the unexpended balance of money in his hands is to be refund- 
ed to him (i.e., the difference between amount received and amount raid out, it 
has nothing to do with the bank balance) which the Divisional or District Pay- 
master will deposit to the credit of the Hon. the Recdver General of Canada. 

4> Most of the Units have been in the habit of taking money over to England 
with them, which is quite unnecessary, and leads to considerable di^culty owing 
to rates of exchange varying, and also at the present rate of exchange, a draft 
taken to England will yield quite a large pro^t, which in many cases appears to 
have been concealed. 

5. Payments, etc. 

The Units should arrang:e to make their last jayment to officers and men 
about ten days or a week before sailing. No payments are to be made on the 
voyage, as it is most undesirable for men to arrive in England with Dominion 
currency, and providing the Unit is to embark after the 15th of the moath, 
Assigned Pay is to be paid by the Regimental Paymaster for the current month 
in wnich the Unit proceeds. In a number of instances, Paymasters have issued 
half a month's asaignment. This is not correct; either the whi^e month's assign- 
ment is issued or none at aU. It must not be divided into any fraction, and if 
Unit is to embark before the 10th of the month, then payment of Assigned Pay 
for that month will be made from Ottawa, and uot by Regimental Paymaster. 
Great care must be taken to note clearly on Assigned Pay Roll, Militia Form 
D-902, the last month for which Assigned Pay has been paid by the R^mental 
Paymaster. 

It is not intended that any Unit should leave the station with any funds to 
make any payments en route to England. 

The last payment m*de before the Unit leaves its station can be made in 
even dt^lars, so as not to delay matters, and any crKlit balance remaining at end 
of month carried forward to a new paylist. 

If Unit is to leave the station a few days before end of the month, it would be 
quite suflicient to pay, on or about the 22nd of the month, the approximate 
amount due in even dollars, to say 2Sth, 

If, on the other hand, Unit is to leave its station about 3rd or 4th of a month, 
and there is not sufficient time to make up paylist to pay in full to end of ix^vious 
month, the same plan could be followed, viz; make payment to about 24th or 25th 
in even dollars, and carry forward credit balances. 
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In both caacs quoted, assuming Unit waa due to leave its statioo on 37th 
March or 4th April, Regimental Paymaster wauld issue aU A&aigncd Pay for 
month of March only, pay officers and men approxiinate amounts due to end of 
March--about 7 days before leaving, return all unexpended balances, close 
March paylist on voyage to England, and carry forward all credits to April 
paylist on voyagc^-ready to make first payment on April paylist aftw hia 
arrival iu England. 

6. Pay Lists. 

The payliat for the naonth in which a Unit leaves its sUtion in Canada to 
embark ovcrseM, will be taken to England. If the Unit embarks eariy in the 
month, before any pajonente have been made for current month, the paylist will 
be kept open until arrival in England, when money will be obtained from Head- 
quarters Paymaster of Canadian Training Division, or from Chirf Paymaster, 
Canadian Expeditionary Forc«, l^ndon, for payment to be made on thia paylist. 
On the other hand, if Unit embarks after any payments bave been made itx 
Canada, then thi« pay list will be closed up on the vo\'aije to England, the total 
credits will be computed to the end of the month, all charges for Assigned Pay 
entered far the month, ^nd the net balances of ail men actually embarked will 
then be carried forward to another paylist to t» opened, ready for use on arrival 
in England. 

In both caacs care must be taken to forward Last Pay Certificates to Divisional 
or District Paymaster, for all officers and men who do not {K^oceed overseas and 
are left behind in Canaiia. 

The object of the above instructions regarding paylists, is to ensure that 
money p*id out from credits received by Regimental Paymasters in Canada, is to 
be kept quite distinct from montyt received subsequently in England. Con>' 
ftcquently, when the Regimental Paymaster prepares his last Financial Statement 
(M.F.W-6), accounting for money received in Canada, and showing thereon 
the unrapended balance refunded to Divisional or District Paymaster befgre 
sailing, his paylist for the same p«iod will only deal with payments from the 
same source, and the paylist on arrival in England wilt then be ready to account 
for moneys received and paid ia England, 

7. Procedure on atrial la England. 

On arrival in England, the Paymaster will at once report to the Headquarters 
Faymast^ of the Training Division to which the Unit is attached, or if tne Unit 
is not attached to a Training Division at Shorucliffe or Aldershot, the Regimental 
Paymaster will report direct to the Chief Paymaster in London, taking with him 
all pay documents and current payliBts. 

8. Oflicers' Pay Accounts. 

After leaving Canada, no further payments will be made to ofiicers by the 
Regimental Paymaster. He will close out officers' aecauats, transfer them on 
l-ast Pay, Certificate or Extract on paylist form as convenient, to the Chief 
Paymaster, C.E.F., London, aa all Pay and Allowances of oiRcers will be dealt with 
id that ofHce, and amounts due each month paid Into the officer's account at the 
Bank of Montreal, Pall Mall Branch, 9 Waterloo Place* London, S.W-, w any 
other Bank or Army Agent in London if the officer expresses any wish in the 
matter. For this purpose the Paymaster will obtain each officer's signature on 
two separate cards, which will be transmitted to the Chief Paymaster to be 
lodged at the Bank of Montreal, etc. The signatures must be the same as the 
officer is in the habit of using when signing cheques, and to enable the Chief 
Paymaster and the Bank irf Montreal to be quite sure that the signature is correctly 
understood, each officer's name jn full, with rank, and unite must be typed on the 
Bignature cards, or if no typing machine is available, then the name must be 
written in block letters. 

The L^ Pay Certificates of the officers arc to be accompanied by Nominal 
Roll of all officws of the Unit by seniority, showing duties performed by each 
officer — e.g., Officer Commanding, Adjutant, Signalnag Officer, etc, noting also 
their next-of-kin, assignments of pay it any, together with names and addresses 
of As^gnees, and date from which as^gnment is to be paid by Otta^'a. 

9. Pay oi NX-Oa and Men. 

Faymenu to N.C.Os and men during first mouth in England are made on 
the ordinary paylist, M.F. W-7, the same as in Canada. Stem are then taken 
during the month to prepare Pay Books for each man, the Fay Books being 
obtained from Headquarters Paymaster on arrival, and as soon as convenient 
after arrival in England the payCst is then transferred with the Pay Sergeant, to 
the Chief Paymaster's Office, London, where all the accounts are kept while Unite 
are overseati. 

Immediately after arrival, the Paymaster will requisition on the Headquarters 
Paymaster, for cash to make a payment to the men without waiting till 15th or 
end of the month, but this payment must be limited in amount, not more than 
JE2.0.0 (two pounds) beim; paid to any man. The subsequent payments after 
first month in England, are made under Active Service conditions, i.e., Active 
Service Pay Books are iwucd to each man, where all payments are recorded in 
sterling, in England, and the iMyments to the men are shown on Acquittance 



29b 

Rolls, in tnpli<SLte (carbon process). One copy is retained by the R^tmental 
Paymaster and two copies forwarded to Headquarter? Paymaster, for tntosmissioa 
to tbe Chi^ Paymaster. All Acquittance RoLls must be numbered consecutively 
and must be preparwl with the greatest care, especially in r^ard to correctness of 
Regimental Numbers, initial, etc. Names will be arranged by Companies in 
order of rank of N.C.O«, and alphabetical in r^ard to privates. Payments are 
to be made in even money in sterling on the 15th and at the end of the month. 
The R^mental Paymaster is not in any way concerned with exchange, as this 
isatteitded to in the Chief Paymaster's offtce. If a man is to be paid approximately 
tS.OO, he receives £l, etc, and actual amount paid in sterling is entered on the 
Acquittance Roll and in the man's Pay Book, but this does not mean that for 
every pound 3 man is^ven, hf is chained $5.00 in his paylist in London, it is merely 
a rough guide to the Regimental Paymaster. The charge actually entered in the 
man's payiist in London is converted at par, so that a man paid £1 is charged 
$4,87 in his accounts in London. Acquittance Rolls for payments on the 15th 
and at the end of the month muit be forwarded to the Headquarters Paymaater 
not later than two days after payment has been made, supported by Financial 
Statement at end of the month, and the Regimental Paymaster should be (ireful 
to enter the total of each Acquittance Rcll, with the serial numbers, in his cash 
book at the time payment is made. 

IV. Asaiened Pay. 

N.C.Os and men may make assignments of pay equal to four-5ftha of their 
pay, exclusive of Field Allowance, but a private may be permitted to assign 
$25.00 as a maximum. To avoid loss, it is necessary for an amount equal to the 
assignment to be withhdd as a credit balance, so that on the first day of each month 
the Assignor's account will show sufficient credit to cover the assignment for the 
month. It wll be found, therrfore, yeiy desirable that the $10.00 Clothing Credit 
which is held back from men while in Canada, and which is not to Iw paid until 
they have completed six months* service, should still be retained as a credit, a» this 
will in most cases cover half their Assigned Pay, and consequently to build up a 
credit balance in England equal to a month's assignment would only take two or 
three months. It is also to be borne in mind that while in England, men without 
assignments are not permitted to receive more than 50% (fifty per cent.) of their 
pay. In some units it is found that Commanding OHicers encourage the men to 
assign a larger amount of their pay then thay can wel] afford. It would be 
advisable, therefore, to warn them as to the necessity of building up a credit in 
England, as if the man's assignment at the commenceffient is very large, it takes 
at least four months to buiid up a credit, and even then the man would only receive 
about $3- 00 a month, and this naturally causes disappointment to the men if they 
are not niade aware of the Regulations. A man, if he so desires, after he has built 
up his credit, can easily increase his assignment up to the maximum of $25.00, 
when he proc^ds on actual service in the field, aa he then has very little use for 
money, and in fact no man is permitted to receive more than $6.00 (six dollars) a 
month while in the field. 

While in England, if a man with an assignment is absent without leave for 
a period of seven days or over, the Paymaster must immediately cancel the 
assignment. Cancellation of assignment will also take place if the soldier receives 
any punishment Involving loss of pay sufficient to cause his account to show a 
debit balance. "Stop Payment Forms" (A.3 M,) in the foregoing case, should be 
f^i^jded direct to the Paymaster, Assigned Pay Branch, Westminster House, 
7 Millbank, London, S.W., England. All correspondeace in regard to Asaigned 
Pay should be addressed to this same oflicer. Alt chan^^ in Asiigned Pay must 
be recorded on the copy of the Assigned Pay sheetg (Militia Form D-902) in the 
possession of the Paymast^, and tne ceceaaary corrections made in the man's 
Active Service Pay Book. 

11. The following forms will be required in England, and these forms can be 
obtain^ on application to the Headquarters Paymaster: — 

Requisitions for Cash, Form P 26, or M.F.D'836, 

Acquittance Rolls, in pads Army Form 1513, or Militia Form W-fi. 

Pay Books, Army Book 64, specially printed for Canadian Force. 

Financial Statements, M.F. W-6. 

Assigned Pay FMms, Changes, A.2.M. 

Re.-nittancc Rolls, P.50. 

As Regimental Paymasters will not require to use Payli»ts(Militia Form W-7) » 
after the hrst month in England, they should only take a small supply to England, 
returning any balance of stock to the Divisional or District Paymaster before 
leaving their Station in Canada. 

12. The above instructions are issued to give Paymasters and Commanding 
officers an idea of the procedure followed in England, and only the to&m points 
have been touched upon. There are many matters not covered here in regard 
to duties on Active Service, but this will be fully explained in the revised edition 
of the "Financial Instructions" now in course of preparation, and in the mean- 
time full information can be obtained by the Regimental Paymaster on arrival in 
England, from the Cliief Paymaster's OfBce, or the Headquarters Paymaster of 
the Training Division. 

(H.Q. 593-1-11.) 
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ORGANIZATION AND ADMINISTRATION OF C EJ. UNITS 

APPENDIX VI. 

SCALE OF CLOTHING AND NECESSARIES 

The followiDg 19 a detail of issue of clothing and necessaries, authorized for 
each Warrant Officer, N.C.O., and man approved and cnlieted for owvice in 
the CanadiaD Expeditionary Force (Militia Orders 164 and 241, 1915). 



Articles. 



Mounted 
Men 



ClothiiiK. 

Boots, ankle, prs. 

Caps, forage, drab 

Cloaks ..,.. 

Greatcoats. ^ . 

Jackets, drab 

Pantaloons, drab or B.C., prs . . . 
" service, prs... . . . . . 

Puttees, drab, prs.. ...,., 

ShirtB, aervice, , 

Shoes, canvas, pn ..,.••■ 

Trousers, drab 

" service 



Winter Clothing. 

Caps, Balaclava ,.,,,... 

Gloves, woollen, prs.. ............... 

Sweato: ^ckets , , , , , 



Necessaries. 
Badges — 

Cap. 

Collar, prs, 

Shoulder- 
Canada, prs. 

Initials, sets.. 

Numerals, sets 

Bootlaces, prs. , 

Boot, dressamg (grease) 2 oz. tin&. 

Brac^, prs.. 

Brushes — 

Cloth 

Hair 

Shaving 

Tooth..,. 

Coinl», hair 

Drawers, voollcn, pia 

ForkS) table.. . .................. 

Housewives 

Holdalls 

Identity discs, metal 

Knives, clasp , 

table 

Lanyards, clasp knife 

Razors. 

Shirts, flannel, grey 

" under, woollen. 

Socks, prs 

Spoons, table 

Towels, hand.. 

Bags, Kit..*,..,, 



Dismounted 
Men 



1 


1 


1 


1 


1 


1 


1 


1 


1 


1 


2 


2 


1 


1 


1 


1 


1 


1 


1 


I 


1 


1 


1 


1 


1 


1 


2 


2 


I 


I 


1 


1 


1 


1 


1 


1 


1 


1 


1 


1 


1 


L 


1 


1 


2 


2 


2 


2 


2 


2 


1 


2 


2 


2 


1 


1 



SCALE OF ARMS, EOLTPMENT, ETC. 

The scale of arms, equipment, etc., is laid down in a {»mphlet issued with 
Militia Order No. 534, 1915. As, however, this is subject to amendment from 
time to time, it is not included here. Officers Commanding units should obtain 
information as to this scale from Divisional Headquarters. 
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APPENDIX VII 



INSTRUCnONS REGARDING REGIMENTAL DOCUMENTS AND 

RECORDS* C.E.F. 

Documents and Records as stated here-jnder must be compiled in the case 
of cYery Officer, W,0., Nursing Sister, N.C.O. and man. 

Previous instructions relating to similar documents and records are hereby 
cancelled. 

These Documents and Records must be {prepared and completed before 
embarking from Oinada; an oiHcer from each unit to be detailed for the purpose 
to take charge of eame and be r^ponsiblc for them, checking over and satisfying 
himself that all are complete and m good order, and dealing with them in accord- 
ance with the instructions relating thereto. 

The same procedure is to be followed as to preparation of Documents and 
Records, whether the cose be that of: — 

(a) Re<Inf(»-cement proceeding as a Unit, 

(b) A draft of Re-inforclng Party, not a Unit. 

(c) Individual proceeding singly. 

With the exception: — ^Viz^— When the party is not accompanied by a 
Regimental Paymaster, 3 copi» of "Assigned- Pay" Roll, and 3 copies of Last 
Pay List to cover each member, or, in the case of an individual 3 copies of Last 
Pay Certificate and 3 copies of "Assigned-Pay" Roll must be prepared. 

Should the party be accompanied by a Paymaster, as when proceeding as 
a Unit, his Pay-Sheets will suffice in this connection with "Assigned-Pay" Rolls. 

A list of the Documents and Records required is set forth hereunder, and 
directions as to preparation and disposal of same which must be strictly adhered 
to, are contained in succeeding paragraphs. 



DOCUMENTS. 

1, Nominal Roll, M.F.W. 20 (Revised)— 5 Copies. 

2, Attratation Paper, M.F.W. 23— in triplicate. 

3, Officers' Declaration Paper (new form, M.F.W, 51) — in triplicate. 

4, Medical History Sheets, M.F.B, 313—2 copies, 

Originai and duplicate (A.F.B. 17S will when available for issue be used 
in the place of M.F.B. 3l3). 

5, Regimental Conduct Sheet, M.F.B. 26S— 1 copy (in case of N.C.O.'s 
and men only). 

6, Company Conduct Sheet, M.F.B. 263a— 1 copy (in case c^ N.CO.'s 
and men only), 

7, Casualty Form, A.F.B. 103 or M.F.W. 5^1 copy, 

8- Particulars of family of men enlisted in C.E.F, (new form, M.F.W. 67) — 
2 copies. 

Pay Records. 

(1) A. Pay List, M.F.W. 7 and M.F.W. 7a— 3 copies, 

(2) B. Last Pay Certificate, M.F.W. 44^-3 copies. 

(3) "Assigned Pay" Roll, M.F.D. 902—3 copies. 

Certified Statements. 

(1) Statement as to Pay Records, in duplicate. (Form attached.) 

(2) Statement as to Documents in triplirate. (Form attached.) 

(1) Nominal Roll. 

Five copies of Nominal Roll. 

Five (5) copies of Nominal Roll should t>e prepared; the first t^ge to contain 
a list of the ofScera, arranged in order of rank. 
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Other ranks tQ follow on mcce^Inil imftes arranged in alphabetical order, 
■hawing Regimental Number, Rank, Name, particular attention being devoted 
to accuracy as regards spelling. Christian names to be in full in all cases. 

These Copies are to b« Disposed of as follows;— (1) To be banded over 
with the original Attestation Papers to DA.A.G., C.T.D., Shorncliffe, fw 
transmission to Ofiker i/c Recoros, LondoD. 

(2 and 3] To be delivered to O.C. DIvikoq or District, who will give receipt, 
and forward 1 copy under Regimeatfil Cover, to tlie Seawary, Militia CouncU, 
Ottawa, retaining the other copy. 

(4) To be handed over with triplicate Attestation Papers to D.A.A.G,, 
C.T.D., Shomcliffe, who will fons-ard to Orderly Room. 

C5) To be handed over to D.A.A.G., C.T.D., Shorncliffe, for filing as refer- 
ence. 

Note. — In the prep^uation of these Nominal Rolls, only those individuals 
who leave the station are to be included. 

Any casualties occurring after Nominal Roll has been submitted must be 
comniuoicated fonhwith to O.C. Division or District. 

Any such casualties to be also reconied on the other cofHCS of the Roll, and 
full t^rticulars kept on file. 

(2) AttesAtion Papers. 

It is easentiaJ that the AttesUtion o( each man be made out in triplicate, 
with correct regimental number inserted on each copy, and marited di&tinaly in 
the right hand top comer, respectively: — 

(a) Originat. 

(b) Duplicate. 

(c) Triplicate. 

The name of the Unit for which the man is attested must be inserted at the 
head of the Attestation Paper. (See Specimen on page 39)> 

These copies are required to be diqweed of as follows^- 

(1) Ofifclnals.— To be handed over to the D.A.A.G., C.T.D. Shomcliffc, 
on arrival in England, for transmission to Ofificer i/c Records, 7 Millbank, 
London, S.'W. 

(2] Duplicate«.-^WLlt be forwarded to the O.C, Division or District 
once a week i.e., as many as accumulate during ux day intervals, with 
list or weekly Nominal Roll of same, in duplicate. 

(3) Triplicates.— To be handed ov«- to D.A.A.G., C.T.D., SboracliETe. 

Note. — In the event of a roan being discharged before embarkation the 
original and triplicate A.P.'s i.e., all three (3) copies will also be forwarded 
to the O.C. DtvisioQ or District, to be accompanied by his Discharge 
Papers. 

(3) Officer's Declaration Form. 

A new Form to be employed in the f^sc of Officers, M.F.W. 51, in place of 
Attestation Paper now used for all ranks. 

To be prepared and diapoeed of in exact aixordance with the rules governing 
Attestation Papers. 

(4) Medical History Sheets. 

Two Medical History Sheets (original and duplicate) are required for every 
officer, Warrant Officer. N.C.O. and man. Both of these ^eets are to be kept 
currently up to date. Upon arrival in Great Britain they are to be turned over 
to the D.A,A.G., C.T.D., Shorncliflc, who will transmit them to the Officer, i/c. 
Records, Canadian Contingents, Loadon. The Original Medical Histwy Sheet 
of any Cfffic<:r,W.O., N.C.O. or man, who is a hospitafpatient, on landing in Great 
Britam, will however remain with him until he is discnarged from hospital, when 
it will in the usual manner be returned to the Officer i/c. Records by the respon< 
sible Medical Officer concerned. 

(5) and (6) ReftimeDtal and Company Sheets. 

A Regimental Conduct Sheet and a Company Conduct Sheet shall be made 
out for every N.C.O. and man to be dealt with and disposed of in the same 
manner as the Medical History Sheets. 

(7) Casualty Form— M,F.W. 54 or Army Form B. 103 

A copy of the above form shall be prepared for every Officer, W.O., N.C.O. 
and man proceeding from Canada tor service overseas. 

In preparing the form only the name in full, the rank and Regimental 
Number, are to be filled in — no other entry is to be made on the Sheet. 

. The forms will be dealt with on arrival in England in the same manner as 
Conduct Sheets and Medical History Sheets. 
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(S) Particulars of Family of Officers and Men enlisted la C.£.F. 
(New Form M.F.W. 67)* 

To b« prepared in accordance with the instructions contained an this form, 
and in the special instructions which follow ic this Appendix under No. 5 
on page 35. 

PAY RECORDS. 

(1) (a) Pay List or (b) Last Pay Certificate; and 

(2) "Assigned Pay" Roll. 

These documents will be prepared by the Regimental Paymaster and 
dbpMcd of as follows: — 

Immediately on arrival in England the Regraental Paymaster, or officer 
i/c Draft will report with all pay records to the nearest representative of the 
Chief Paymaster, i.e,, if sent to Shra-ncliffe Area, to Headquarters Paymaster, 
Canadians, Farley House, Sand^ate, Kent; if to Aldershot Command, to Head- 

auartKS Paymaster, Canadians, Tunbridge House, Lipbrook; at othir stations, 
irect to Chief Paymaster, London, England. 

CERTIFIED STATEMENTS. 

(1) Statement as to Fay Records. 

To be prepared in duplicate by Regimental Paymaster and disposed of as 
f<^lovB; — 

(a) One copy for O.C. Division or District for transmission to Seo-etary, 
Militia Council, Ottawa, to be rendered previous to embarkation. 

(b) One copy to be forwarded on arrival in England, to Chief Paymaster, 
7 Millbaok, London, S.W., England. 

(i) Statement as to Documents. 

To be prepared in triplicate and disposed of aa follows: — 

(a) One copy to be handed over to D.A.A.G., C.T.D., Sbornclifte, for 
transmission to Ofiicei i/c Records, London, 

(b) One copy to be handed over to D.A.A.G., C.T.D., ShorncHffe, for filing 
as reference. 

(c) One copy to O.C, Divirion or District. 

NOTE. 

The above statements must in each case be prepared before Re-inforcement 
proceeds from Canada. 

STATEMENT AS TO PAY RECORDS. 

To be prepared in duplicate by Regimental Paymaster before Re-infOTcement 
proceeds from Canada, and disposed of as follows: 

(a) One copy for O.C. Division or District, for transmission to Secretary, 
Militia Council, Ottawa, previous to embarkation. 

(b) One copy to be forwarded, on arrival in England, to Chief Paymaster, 
7 Mitlbank, London, S.W., England. 

1. Designation of Unit or I^-inforcement. ,,,,:,.., 

2. Name of Ofiicer Commanding, ,„,..,........., 

3. Name of Regimental Paymaster or Officer performing this duty 

4. To what date has Unit or Re-inforcement been paid , 

4a. To what date has assigned pay been paid and by whom 

5. State when "Assigncd-^Pay" lists were forwarded and to whom 

6. What is the amount <^ cash on band after balancing your accounts and 
adjusting with your Divisional Paymaster?. . 

7. I am in posse^on of Last Pay Certificates or Last Pay List for every 
Officer, N.C.O. and Man 

8. I am in possession o£ ctwrect copy of "Assigned — Pay" Roll. 

Certified correct. 

Paymaster of Unit. 

I hereby certify that I have satisfied myself that the above is a correct 
statement. 



Officer i/c Re-inforccmen 1 . 
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STATEMENT AS TO DOCUMENTS. 

To be prepared in triplicate before Re-Inforccment proceeds from Canada 
and subsequently disposed of as follows: 

(a) One copy for O.C. Division or Diatrict, for transmissian to Secretary, 

Militia Council, Ottawa, previous to embarkation. 

(b) One copy to be handed over to D.A.A.G., C.T.D,, ShornclifTe, for trans- 

mission to Of!icer in charge of Records, London. 

(c) One capyi;o be handed over to D.A.A.G.,C.T,D., ShorncUffe, as reference. 

(1.) Deagnation of Unit or Re-inforcing Draft. , . . , 

(2.) Name of Officw Commanding ,,,,.... 

(3<) State number of Officers and other ranks in Unit or Re-infcH-cing Draft. 
Officers , . Other Ranks 

(4.) What Block of Regimental Ntimbers has been sHottedP 

(a) From To ,,,.... (both inc.) 

(b) Have these been allotted individually? - , , , ....,.,, 

DOCUMENTS. 

(5.) (a) Are Original Attestation Papers with copy of Nominal Roll in 
rcadincEs to hand over to the D.A.A,G., C.T.D., SbwEclifie, on 
your arrival?. ,...,<, 

(b) Were Duplicate Attestation Papers with co_pies of Nominal Roll, 
delivered to O.C. DiviHion or District to be forwarded to the 
Secretary, Militia Headquarters, Ottawa? ...-......' , 

(c) Are Triplicate Attestation Papers with copy of Nominal Roll, in 
your possesaMi as Orderly Room Copy? 

(6.) Is a copy of Nominal Roll complete and ready to be handed over to 
D.A.A.G., C-T.D., Shorncliffe, for filing as reference? 

(7.) Are two copies <rf the Medical History Sheet, an Original and a Duplicate, 
complete for every individual? , 

(8.) Are Regimental Conduct Sheets complete and Company Conduct 
Sheets complete, and in current use?. ,,..,. , , 

(9.) Have Casualty Forms been prepared accof diflg to instructions and are 
same ready to hand over to D.A.A.G., C.T.D., ShorncUffe, for disposal?. 

(ID.) STATE. 

Name of Transport , , 

Date of Sailing from Canada 

OiTicer i/c Re-inforccment. 

SPECIAL INSTRUCTIONS REGARDING REGIMENTAL DOCUMENTS 
ANT> RECORDS, C.E.F. 

J. Attestation Papers. 

The following action is desired in regard to the completion of Attestation 
Papers, 

(a) la the case of next of kin the relationship and the number, street, name 
of town. County (if in Enjjland) or Province (if in Canada) be stated. If 
no street number is available the O.C. will Initial address shown as 
suf5cieat address. 

(b) In cases where there is no next of kin or tlie address of same is unknown 
or in the case <^ next of kin serving with an active service Unit, that a 
statement signed by the man be attached giving the address of the nearest 
relative or friend whom it is desired should be communicated with in the 
event of the man becoming a casualty. 

(c) In cases where the specific date of attratation b omitted, that a declara- 
tion before his O.C. be made to supply the deficiency, the same to be attached 
to Attestation Papers, 

(d) In cases where full LnffH-mation required is not available, a statement 
signed by the O.C. should be attached giving the reason. 

(e) Care must be taken that the writing on the Attestation Papers is clear 
and legible, and that regimental number is inserted, and the_ three copies 
must he. checked with each other, the address of the next <^ kin with street 
and number must be inserted and the name of the recruit written in full. 
The sigpaturea and dates must be inserted without fail, stamped signa- 
tures will not be rec<%Qized. 
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Unless the forra'oing procedure is adhered to, the staff in England will not 
accept Attestation Papers, and it must be thoroughly understood that these docu- 
ments must be complete in every detail. 

2. The following is a list of the discrepancies reported to be most frequently 
met with in Attestation Papers on arrival of Units in England. Special attention 
is, therefore, called to these points. 

(a) Imufficient Address of This is the moat frequent discrepancy en- 
next of kin. countered. Full Postal Address must be 

given, including Street Number and Street. 
Where this is not avai^bte the O.C. will 
initial address given as sufficient address. 

(b) No Next of kin. In this case or where the Next of Kin is 

serving with an Active Service Unit, a 
statement must be given signed by the 
man, giving the sddress of the nearest 
relative or friend whom it is desired to 
communicate with in the event of the man 
becoming a Casualty. 

(C) Discrepancies in Dates. Very often the Magistrated Certificate is 

signed ten days after the man dates the 
signing of his oath. 

(d) Question 10. In the event of a man having served before, 

the Name of Unit and length erf service is 
required, 

(e) Medical Officer's This is often omitted from the Attestation 
Signature. Paper. 

(0 Regimental Number. This is constantly omitted from Attestation 

and other Papers. 

3. Inability to sign Attestation Papers. 

(a) U has been brought to the attention of Headquarttrs, Ottawa, that in 
some cas^ men desiring to enlist have been rejected on account of inability 
to write their names to the Attestation Papers. 

(b) If any applicant for enlistment cannot sign his name it will be sufficient 
if he makes a mark. (X)iand in such cases the witness should state in 
writing, above his signature, that the document was read over and 
explained before signature. 

4. Medical Histoiy Sbttets, C.E.F. 

(a) Attention is again invited to the importance of completing Medical 
History Sheets of recruits of the Canadian Expedition^Tf Force (para. 
1603, K.R, & O., and parag. 71, 287 Regulations for the Canadian Medical 
Service, 1914). 

(b) It is noted that the Medical History Sheets which from time to time are 
forwarded attached to the proceedings of Medical Boards on man proposed 
for discbarge as medically unfit, are lacking in the infornu.tioQ which 
might be expected to be found therein. 

(c) Medical History Sheets, when forwanied as noted above, arc especially of 
assistance to those who have to deal with cases of men medically unfit, and, 
unless completed, are usdess, 

5. Particulars of Family of Officers and Meu enlisted In C.E.F. 

(New Form M.F.W. 67.) 

(a) It has been found in many cases that members of the C.E.F. proceed 
overseas without taking the necessary steps to apply to the Paymaster 
of their unit and make out cards for Separation Allowance and .Signed 
Pay, in favour of dependent relatives; and further, that in some cases, 
even when cards have beenmade out, the Paymaster neglects to forward 
these promptly to his Divisional or District Paymaster tor transmission to 
the Accountant and Paymaster General, Militia Headquarter, Ottawa, 

(b) In both cases this neglect has caused a considerable amount of trouble 
to the Department and hardship to relatives, particularly in the case of 
dependants other than wives, and it is therefore of the utmost importance 
to ensure that all men are not only instructed to attend to this important 
matto" before leaving Canada, but to ta]c« steps to ensure that such 
instructions are carried out, 

(c) It has also been found tliat ^me members of the C.E.F. proceed overseas 
without making provl^on for the payment oi jH^miums on U[e insurance 
which they may nave in force, thereby running the risk of their Insurance 
policy lapeing. This is a matter wmch should receive careful attention 
before a man proceeds overseas, and it is to be explained to the men that 
where premiums are [^id monthly, the amount of such premium can be 
assigned to the Insurance Company, in addition to their ordinary asa^a- 
ments to relatives, etc. Premiums payable qu»terly or half yearly, etc. 
and not monthly, can be made by giving notice to a Paymaster of the 
amount desired to be remitted, and in such cases the amount of their 
remittance is merely charged against their Pay Account, and the Chief 
Paymaster, Londrai, sends such remittance direct to Canada. 
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(d) Another cause of neglect on the part of men and their families which 
leads to u&elesa correspondence and complaints ia due to wives of oiltcers 
and men in receipt m SepiU"ation Allowance and Assigned Pay proceeding 
to England without sending notilication to the Mnitia Department ol 
their cnange of address bd'ore leaving Canada. The OHicers and men are 
to be advised that in all such cases the dependent relative must promptly 
notify the Accountant and Paymaster General, Militia Department, 
Ottawa, of their intended date of sailing from Canada, and if possible, their 
intended postal address in the United Kingdom, in order that future 
payments may be made dhect by the Chief Paymaster CE.F., West- 
minster House, 7 Millbank, London, S.W. — If the dependent relative 
does not know her future postal address in England, s'ae should send it 
to the Chief Paymaster, C.E.F., London, i^ter arrival in England, but 
care must in any case be taken to notify Accountant and Paymaster 
GenKat, Militia Department, Ottava, befcx'e leaving Canada. 

(e) In order that these Important matters shall not be neelected and that the 
latest information reipj-dlng addresaeaof rdatlvcs may be on record, a new 
form has been established, which is to be completed in duplicate, for every 
officer and man, before he proceeds overseas. This form is to be made out 
immediately a unit or draft is warned that It u to proceed overseas and 
at last one week before the men leave their stations, one copy of the form 
fc»: each Of!icer and man is to be fa-warded by the Officer Commanding to 
the Officer Commanding the Division or District for transmission intact 
to the Accountant and Paymaster General, Militia Headquarters, Ottawa. 
The duplicate copy of the form for each Oflicer and man who actually 
embarks is to be forwarded direct to the Officer in charge of Records, 
C.E.F.y Westminster House, 7 Millbank, London, S.W., immediately after 
the unit or draft arrive in England. 

CO To make sure that no oversight occurs in regard to these matters, if 
neccGsary, a muster parade should be held prsvious to the departure of 
any troop for overseas and a report in writmg sent to the Divisimial or 
Disttict Ofticer Commanding that th^e orders have been complied with. 

(g) In compiling the form, the following points are to be carefully attended 
to^— 

(1) Regimental number must be correctly given. Incorrect numbers are 
a constant source (^ trouble and confusion. No number must ever be 
duplicated, and once it has been allotted to a man on joining, even if he is 
subsequently discharged after one day's service, the same number must 
never be re-allotted to another man, 

(2) All questions on the form must be answered, and if not applicable, it must 
be so stated. 

(3) Any changes in addresses after sending in this form must bt forwarded 
by the Officer Comn^nding unit, in duplicate, every month to Ofiicer in 
chai^ of Records, C,E.F., London. 

6. Documents of Troops befotc Proceeding Overseas. 

It having been found that in many cases when units and individuals pro- 
ceeding overseas arrived at point of embarkation and are requested to produce 
their documents for inspection, such are not available and documents are packed 
away in boxes which are consigned to the hold. Instructions are hereby given 
that all units and individuals proceeding overseas will be in a position to establish 
to a staff officer at point of embarkation that their papers are in twder and in 
accordance with instructiona that tiave been issued on the subject. 

7. Proceedings on Discharge, MitJtia Form "B" 218. 

In forwarding the documents of men discharged. Militia Form "B" 218, 
Proceedings on Discharge should be completed and submitted, together with the 
undermentioned documents; — 

1. Attestation Papers. 

2. Medical History Sheets. 

3. Regimental Conduct Sheet. 

i. Squadron, Battery or Cooipany Conduct Sheet. 

5. Casualty Form. 

6. Last Pay Certificate. 
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SPECIMEN. 



CANADIAN OVERSEAS EXPEDITIONARY FORCE. 
Nomlnat Roll 

(Unit) 136th 0*B Bttn. C.E.F. (Headquarters) Blankville. 

•Note :— 4 copies of Nominal Roll to be prepared — One copy to accompany each of 
the 3 sets of Attestation Papers— The fourth copy to be handed to 
D.A,A.G.. C.T.D., Shomcliffe, for filing as reference. 

First page of Nominal Roll to contain list of (^cers in order of rank-^ 
Christian names in all cases to be in full— Other ranks to follow on succeed- 
ing pages in ALPHABETICAL ORDER. 



Reg^imMital Number 


Rank 


NAME IN FULL (Surname Erst) 






(To be typewritten) 






Lt.-Col. 


Merritt, 


Norman 


Laurence. 




Major 


Harris, 


George 


Campbell. 




Capt, 


Rice, 


Lloyd 


George. 




Capt. 


Nilman, 


Maurice 


Donald. 



PIsce and Date, Blankville, June 20, 1916. 



M.F.W, 30. 



Signed K. L. MERRITT, Lt.-Col. O.i/c. 
O.C. 136th O's Bttn., C.E.F. 



SPECIMEN. 



CANADIAN OVERSEAS EXPEDITIONARY FORCE. 
Nominal Roll 

(Unit) 136th O's Bttn. C.E.F. (Headquarters) Blankville. 

*Note; — 4 copira of Nominal Roll to be prepared — One copy to accompany each 
of the 3 sets <A Attestation Papers — ^The fourth copy to be handed to 
D.A.A.G., CT.D., Shorncliffe, for filing as reference. 

First page of Nominal Roll to contain list of Officers in cffder of rank — 
Christian names in all cases to be in full — Other ranks to follow on succeed- 
ing pagefl in ALPHABETICAL ORDER. 



Regimental Number 


Rank 


NAME IN FULL (Surname first) 






(To 


be typewritten) 


124210 


Pte. 


Acland, 


Harry Ernest. 


120150 


C.Q.M.S. 


Acton, 


Frederick, 


120153 


Sgt. 


Allward, 


John Gilbert Francis^ 


120146 


B.S.M. 


Ames, 


Cecil Reginald. 



Place and Date, Blankville, June 20, 1916. 

Signed N. L. MERRITT, Lt.-CoL 0.i/c. 
O.C. 136th O's Bttn., C.E.F. 



M.F.W. SO. 



*A 5th Q<ypy of Nominal Roll should be prepared by the Unit, tix filing in 
Divisional or District Office. See prages 31, 32. 
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SPECIMEN. Original 

Duplicate 
Triplicate 

Unit 136th O's Bttn. C.E.F. Rank Major. Name George Campbell Harris. 

OFFICERS* DECLARATION PAPER. 
CANADIAN OVERSEAS EXPEDITIONARY FORCE. 



QUESTIONS TO BE ANSWERED BY OFFICER. 

1. (a) What is your Surname? , Harris, 

(b) What are your Christian Names? , .George Campbell. 

2. (a) Wha^ were you born? (State 

place and country) , Toronto, Out., Canada, 

(b) What ia your present address? 24 Huma St. West, ElviHe, Ont,, 

Canada, 

3. What 13 the date of your birth? .,.,.,. February 7,1884. 

4. What is (a) the name of your next-of- 

kin? , , .James Alfred Harris. 

(b) the addresa of your next- 

oMcin? 156 Peel St., Towton, Ont., Canada, 

(c) the relationship (rf your 
next-of-kin? ....*,.. .Father. 

5. What is your profession or occupa- 

tion? Lawyer. 

6 What is your religioa? , , Presbyterian. 

7. Are you willing to be vaccinated or 

re-vaccinated and inoculated?, . ...Ye*. 

8. To what Unit of the Active Militia 

do you belong? ,..,.., .40th R^. Canadiaji Militia. 

9. State particulars of aay former 

MiJitaty Service 6 years, 40th Rf^ment. 

10. Are you willing to serve in the 

CANADIAN OVERSEAS EXPEDITIONARY FORCE? Yes. 

The undersigned hereby declares that the above answers made by him to the 
above questions are true. 

(Sgd.) A. C. HARRIS (Signature of Officer.) 



CERTIFICATE OF MEDICAL EXAMINATION. 

I have examined the above-named OfEcer in accordance with the Regulations 
for Array Medical Services. 

I consider him 'Et for the CANADIAN OVERSEAS EXPEDITIONARY 
FORCE. 

Date February 20, 19X6. 

Place, Blankville, Ont. (Sgd.) M. D. NILMAN, 

Medical Officer, 

Captain. 
•Inseniiere "fit" or "uDfit." 136th O's BatUlion, C.E.F, 

if,K.W. 61. 
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SPECIMEN Original 

Duplicate 
TripHatte 
No. 120H6 
ATTESTATION PAPER, FoUo. 



. > , ....,.., (Name of Unit) 

CANADIAN OVERSEAS EXPEDITIONARY FORCE. 

QUESTIONS TO BE PUT BEFORE ATTESTATION. 

(answeks.) 

1. What is your surname? Ames. 

la. What are your Christen names? Cecil Reginald, 

IbWhat is your present address? 2 Dublin St., Scotland, Ont. 

2. In what Town, Township or Parish, and 

in what Country were you born?, . , , , . .Nijcton, Bruce, Canada. 

3. What ia the name of your next-oMdn?. , . Robert Andrew Ames. 

4. What ia the address of your next-of-kin?. 24 Howarth Ave, Nixton, Ont. 
4a. What is relationship of your next-of-kin?Brother, 

5. What is the date of your birth? March 19, 1889, 

6. Wliat is your Trade or Calling?. ........ Bank Clerk. 

7. Are you meuried? ...., , , , . Yea. 

8. Are you willing to be vaccinated or re- 

vaccinated and inoculated? . . . . . , , Yes. 

9. Do you now belong to the Active Militia?Yes. 

10. Have you ever served in any Military 

Force?, Yes. 3 yrs. 112th Regt. Can. Militia. 

(li KT, atttte £)Biticutars of former Service}. 

11. Do you understand the nature and terms 

of your engagement? , . ..Yes. 

12. Are you willing to be attested to serve in 
the Canapiah Overseas Expeditioh- 
ARY Force? .Yes. 

DECLARA-nON TO BE MADE BY MAN ON ATTESTATION. 

I, Cecil Reginald Ames* do solemnly declare that the above are answers 
made by me to the above questions and that they are true, and that I am willing 
to fulfil the eu^gementa by me now made, and I hereby engage and agree to 
serve in the Canadian Overseas Expeditionary Force, and to be attached 
to any arm of the service thercia, for the term of one year, or during the war now 
existing between Great Britain and Germany, should that war last longer than 
one year, and for six months after the termination of that war, provided His 
Majesty should so lang require my services, or until legally discharged. 

(Sgd.) C, R. Ames (Signature of Recruit). 
Date Dec. 31, 1915. (Sgd.) H. E, Aclaod (Signature of Witness), 

OATH TO BE TAKEN BY MAN ON ATTESTATION. 

I.Cecii Reginald Ames, do make Oath, that I will be faithful and bear true 
Allegiance to His Majesty King George the Fifth, His Heirs and Successors, 
and that 1 will as in duty bound honestly and faithfully defend His M^i^ty, 
His Heirs and Succrasors, in Person, Crown and Dignity, against all enemies, 
and will observe and obey all orders of His Majesty, His Heirs and Successors, 
and of all the Generals and Officers set over me. So help me God. 

(Sgd.) C. R. Ames (Signature of Recruit). 
Date Dec. 31, 1915. (Sgd.) H. E. Acland (Signatureof Witness). 

CERTIFICATE OF MAGISTRATE. 

The Recruit above-named was cautioned by me that if he made any false 
answer to any of the above question he would be liable to be punished as provided 
in the Army Act. 

The above questions were then read to the Rearuit in my presence. 

I have taken care that he understands each question, and that his answer to 
each question has been duly entered as replied to, and the said Recruit has made 
and signed the declaration and taken the oath before me, at Blankvillc, this 31st 
day of December, 1915. 

(Sgd.) N. L. MERRITT, Lt.-Col, (Signatureof Justice). 

O.C. 136th O's Baualion. C.E.F. 
M.F.W. 23. 



4Q 



Description of Cecil Reginald Ames on Enliatir.ent. 



Apparent Age 27 years — months. 

(To be detcrmiiwd accordins to the Instnictlont 

■ *ii iti ■ • ■ ' ■ .- ■■ . 

vice.) 



DC aetcmuiwa accoroins to tne innnicuont 
llvfii iA ibc RcBuluteDs ior Attay Medical 



Height G ft. ins. 
.1 



111 



Girth when fulJy expanded, 38 ins. 
Range of expansion. ,. ,,<. Sins. 



Complexion Fair. 
Eyes Blue. 
Hair Black. 



f Church of England X 

Presbyterian. , , , , 

Methodist- ,.,,... 

Baptist or Con^egationalist. 

Roman Catholic 

Jewish... , 

Other denominations 

(DenomloBtlofi to be *tKted) 



Distinctive matks» and marks indi- 
cating congenital peculiarities or 
previous dismiss. 

(Sbould the Medical Officer be oi Qplplou 
tbKt the recruit has >erved tnton. he 
wiU. uelCM ibe man acknowledscB to 
any preytous kitIcc, attach & Hip to 
tbat eTTect, for tlw IsforaiatiDii of the 
Approving Offictr.) 



Scar above left eye. Small birth mark 
on left side of face. 



CERTIFICATE OF MEDICAL EXAMINATION. 

I have examined the above-named Recruit and find that he does not present 
any of the causes of rejection speci&ed in the Regulations for Anny Medical 
Services. 

He can see at the required distance with either eye; his heart and lun^s are 
healthy; he has the free use of his joints and limbs, and he declares that he is not 
subject to fits of any description. 

I consider him * fit for the Canadian Overseas Expeditionary Force. 

Date Dec. 30, 1915. 
Place Blankville. 



(%d,) M, D. Nilmaa, Capt, 

136th O's Battalion, CX.F. 

Medical Officer. 



•Lwert here "fit" or "unfit," 



Note — SiOuM the Medical Officer conshlcf the Reault unfit, he will £11 in the foresoing 
CcrtiScatc only in the caoc of titon who have been stieAed. and will biltfly state below the 
cauK of UDfitsest: — 



CERTIFICATE OF OFFICER COMMANDING UNIT. 

Cecil Reginald Ames having been finally approved and inspected by me this 
day, and his Name, Age, Date of Att«tation, and every prescribed particular 
having been recorded, I certify that I am satisfied with the correctness of this 
Attestation. 

(Sgd.) N. L. MERRITT^ U.-Col. (Signature of Officer) 
Date Dec. 31, 1B15. O.C. 130th 0*8 Batulion, C.E.F, 
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Surname, Ames. 



SPECIMEN 
MEDICAL HISTORY SHEET, 

Chriattan Name, Cecil Reginald. 



Original 
Duplicate 



Examined 



fon 30th d»y of December 1916 



' \at Blankville, Out, 

Apparent age, 27 years. 
Trade or occui»tiim, Bank Clerk. 
Height, 6 Feet Inches. 
Weight, 165 lb8. 

fMinimuni 35 inches. 



Chtet measurement 



Maximum expansion B8 
inches. 



Physical development. Good. 

Sin^t-Fo;i; Marks, Nil. 

Vacd^tion Mar^Arm,_K|ht. L.f,, 

When Vaccinated last. Childhood. 

(a) Marks indit^ting congenital peculiari- 
ties or previous disease, Small birth mark 
on left side of face. 

(b) Slight defects but not auSideat to 
cause rejection, Small left varicocele. 



Approved by 

(Sgd.) M. D. Nilinan, 

Rank, Captain. M.O. 



Date 


Fit or 
Unfit 


Examined for Re- 
engagement 






M.O. 










....M.O. 










....M.O. 










....M.O. 






,,.,,,, 




....M.O. 










....M.O. 










....M.O. 










....M.O. 


Date 


ResuU 


Vaccinations 






M.O. 




•'•'*' 


....M.O. 

M.O. 


Date 


Result 


Anti-Typhoid 
Inoculations, etc. 



M.O. 
.M.O. 



.M.O. 



Enlisted on 31 day of December, 1915, at Blankville, Ont. 








.' Regt'l Num- 
Coips. i ber. 


Habits 


Date 


Joined an enlistment . . 


136th O'a Bttn.,C,E.F.: 120146 
f 


Good 


30/12/15 



EXAMINED OR DISCHARGED BY A MEDICAL BOARD. 



Station 



Date 



Disease 



Result 



N.B. — ^This sheet to be disposed of in accordance with instructions la the 
Regulations for Army Medici Service, on the man becoming non-effective; the 
date and caaw being stated on next page. 



M.F.Bt SIS. 






35 «: 



If 



t; 4 □ 
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'PlBo}9a^ ipsD 'aniPX ubrsi^IO -sonrv 'auiEnjns 
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M.F.W. 54 or A.F. B, 103 

ISOM. 10-16 
H.Q. 1772-39-920. 



SPECIMEN 
Fill in Onl^— Unit, Number, Rank and Name, 
CASUALTY FORM— ACTIVE SERVICE 



Unit, Regiment or Corpa. 



Regiment^ No. 120146, Rank B.B,M., Name Ames, Cedl Reginald. 

C.E.F. 

Enlisted (a.) Terms oi Service (a) ...... , .Service reckons from (a) 



Pate of promotion to\ 
present rank. f' 



Date of appointment \ 
to lance rank /' 



Numerical position on\ 
roli oE N.C.Os.r 



Extended Re-tflgaged Qualification (b) . 



Report 


Record of promo tiotu, reductions, tiuiufev, 
euualtles. etc., duricg utlve ktvIcc, u 
reported oa Army Form B. 213, Aimy Form 
A. 36. or in otb« olBclat doeufflents. The 
authority to be Quoted la cac^ case. 


Place 


Date 


Remarks 


' Ftxnn whom 
Date 1 rccdTed 


taken from Array Fonn S. 

213, Army Form A. 36, or 

other omdal documeats. 















(a) tn tbt case ot a man who Ihv re-engagiKl for, or uiUsted lato Section D, Army Rcacive, particulars of 
•ucb r«-ensaKemeat or enllitnicDt will be entered. 



(b) e-g. SUnaUer, ShoeiDs Smith, etc, etc, also special quallficatloiu 1& technical Corpa duties. 



1P.T.0.1 



iFrortl 



RjeiKiil. - 


R«»td oC vcomotioiu, KducUons. tra&nfen, 
caMialtics, etc., during active service, as 
reported on Af my Form B. 213, Army Form 
A. 39, or in other ot&dal docaments. The 
ailthodty to be quoted in each caac. 


Plan 




RtmarVs 


Date 


From whom 
received 


Date 


taken from Army Fonu B. 
213, Anay Form A. 30, or 
oUid official document*. 















ISacic] 
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To be made out in duplicate. H.Q, 54-21-23-53. 

PARTICULARS OF FAMILY OF AN OFFICER OR MAN ENLISTED IN 

C.E.F, 



Instructions. 



(a) This form is only required for OiEcersand men joining units for Overseas 
Service and ir.ust be completed immediately the OfficCT or man is warned 
(or draft overseas. 

(b) Care must be talten to see that a maa is allotted his correct Re^mental 
Number. No numbers must be duplicated aud once it has been allotted 
to a man, even if he is subsequently discharged, the same number must 
never be allotted to another man. ' 

(c) All questions, etc., must be anawered, 

(d) One copy of the iorm is to be forwarded by Officw Commanding 
unit for each ulficcr and man to Ofiicer Commanding Division or District 
at least seven dayj before Officer or raaa leaves his station to proceed 
overseas. 

(e) Duplicate copy is to be forwarded direct to Officer in charge of Records, 
C.E.F. London, immediately after arrival in England. 



(1) Name of Overseas Unit which Soldier joins, 

(2) Regimental Number. , 

(a) Full Name of Soldier 

(4) Place of Birth 

(5) Are you married, or not? , , . 

(6) tf married, state 

(a) Full name of your wife. , - . 

(b) present Postal Address 

(7) Are you a Widower? , 

(S) Have you any children?. 

If so, give number of boys and girls. 

Also their names and ages. , , . . , 



(9) Is your Father ali^*? ,,,,,,.., ,,. , 

If so, state name and address ,,.. , , ... 

(10) Is your Mother alive? 

If BO, state name and address ^ ... . 

(11) If your Mother is a widow? , 

Are you her sole suppwt, or not? .,....,.- , 

(12) If sole support of widowed mother, state what amount you have given 
her per month prior to your enlistmuit, also reason she has no other 
support than yourself ...,,.,.. , , . , 



(13) If you have no wife, father, mother or children — state the name and 
relationship with full postal address of your aext-of-km, to whgm you 
would desire any communication to be sent concerning you. 



(14) If you have a wife, or children, or a widowed mother who depends on 
you OS her sole support, have you applied to the Paymaster of your 
unit for Separation Allowance? If not, this must be dome 

(15) Are you insured? , , , ...,,,, 

If so, in what Company? 

Have you made arrangements for payment of your Insurance premium? 

If not, and it is a monthly premium, you can assign the amount in addition 
to any other asaiganient you wish to make. 

Officer Comtimnding, 
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SPECIMEN 



STATEMENT AS TO PAV RECORDS 

To be prepared m duplicate by RegimefitaJ Paymaster before Re-inforce- 
ment proceeds from Canada, and disposed of a« follows: — 

(a) One copy for O.C. Division or District, for transmission to Secretary, 
Militia Council, Ottawa, prtvious to embarkation. 

(b) One copy to b« forwarded, on arrival in England, to Chief Paymaster, 
7 MiUbank, London, S.W., England. 

1. Designation of Unit or Ro-iaforcement— 136th O's Bttn, C.E.F. 

2. Name of Officer Commanding— N, L. Merritt (Lt.-Col,). 

3. Namt of Regimental Paymaster «■ Officer performing this duty— Lloyd 
George Rice (Captain). 

4. To what date bas unit or Re-iBforcenient been paid? August 16, 1916. 

4a. To what date bas assigned pay been paid and by whom? July 31, 1916, 
Regimental Paymaster. 

5. State when "Assigned Pay*' Lists were forwarded and to whom. August 
16, 19ie, Di^sional Paymaster. 

6. What is the amount of cash on handj^ter balancing your accounts 9n4 
adjusting with your Division Paymaster? Nil. 

7. I am in pousession of Last Pay Certificates or Last Pay List for every 
officer, N.C-O. and Man. Yes. 

8. I am in possession (A correct copy of "Assigned Pay" Roll. Yes. 

Certified Correct (Sgd.) L. O. RICE (Captain). 

Paymaster of Unit. 

I hereby certify that I have satisfied myself that the above is a correct 
Statement. 

(Sgd.) N. L. MERRITT, Lt.-Col. 

OfScer i/c Re-inforcement. 
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SPECIMEN 



STATEMENT AS TO DOCUMENTS 

To be prepared In triplicate before re-inforcement proceeds from Canada, 
and subsequently disposed of as follows: 

(a) One copy for O.C. Divi«on or District, for tranamission to Secretary 
Militia Council, Ottawa, previous to embarlcation. 

(b) One copy to be handed over to DJ\..A.G., C.T.D., ShorncUffe, for 
tnin&iniasion to OlEcer in charge of Records, Londont 

(c) One copy to be handed over to DJ^.A.G,, C.T.D., Shorncliffe, » 
reference. 

(J) Designation of Unit or Re-inforcing Draft— 136th O's Btto, C.E.F. 

(2) Name of Officer Commanding — N, L. Merritt (Lieut.-Col.), 

(3) State number ol Officers and other ranks in Unit or Re-inforcing Draft. 

Officers 40. Other Ranks 1,1X8. 

(4) What Block of Regimental Numbers haa been allotted? 

(a) From 160000 to 162000 (both inc.). 

(b) Have these been allotted individually?- Yes. 

Docttmeaw. (5) (a) Are Original Attestation Papers with copy of Nominal Roll in readi- 

ness to hand over to the D.A.A.G., C.T.O., Sbjmcliffe, on arrival? Yes 

(b) Were DupHcate Attestation lepers with copies of Nominal Roll, delivered 
to O.C. Division or District to he forffarilcd to the Secretary, Militia 
Council, Ottawa? Yes. 

(c) Are Triplicate Attestation Papers with copy of Nominal Rdl in your 
possession as Orderly Room Copy? Yes. 

(6) Is a copy of Nominal Roll complete and ready to be handed over to 
D.A.A.G., C.T.D., ShorncUffe, for filing as reference? Yes. 

(7) Are two cojjiea of the Medical History Sheet, aa Original and a Duplicate, 
complete fw every individual? Yes. 

(8) Are R^mental Conduct Sheets complete and Company Conduct Sheets 
complete, and in current use? Yes. 

(0) Have Casualty Forms been prepared according to instructions and arc 
same ready to band over to D,A.A.G., C.T.D., Shornclffie, for dii^wsal? Yes. 

(10) State 
Name of Transport — S.S. Andorian. 
Date of Sailing from Canada — ^August 17, 191ft. 

(Sgd.) N, L. MERRITT, Lieut.-Col. 

Officer i/c Re-inforcement. 
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INSTRUCTIONS TO SOUABRON, BATTERY AND COMPANY (SPECIMEN) DEFAULTER 

SHEET. 



Puuiah- 
meat 
No. 

(4) 4th Feby., lS95.-»T]ie imprisonment when awarde4 i^ houra commences at the hour of admission 
to the cells, (Rule at Procedure € (a) ). It is unnecessary to state that the 
prisoner was a. defaulto*, as the fact doe^ not ag^avate the particular oileoce 
charged. 

(3) 20th Sept,, 1SB5, — More than three months have elapsed since date of last award but the time 
passed in impriaonment does not reckon. The hne is, therefore, 7s. 5d. plus 
2s. 6d.' 

(9) 4tK Oct., 1895, — ^The date in Coi. 2 refers to the second charge; the date and place of first chai^ 
being given in Col. 5. 

(13) 20th Jan., 1S99.— Compare Regimental Defaulter Sheet. The General Officer Commanding 
remitted the Regimental Entry. 

(17) 12th Jan., 1900. — ^This entry, as well as the number of instances of drunkenness, should be in 
red ink, 

(19) lat Feby., 190O.— The date in the second colu.-nn relates to the firat charge. The charge of theft 
was not brought until after the date of the preceding offence. 

*NQte — ^Amount of fines shown herein ia on British scale. For Canadian rates see scale on Page 15. 



MU. Form B.2e3b. 
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SPECIMEN 



PROCEEDINGS ON DISCHARGE. 



0^ hen forwarded for confinxiadon thwe proceedings should be accompanied by the documents 

specified on fourth page.) 

No.— 120146 

Rank— B.S.M. 

Name— Ames, Cecil Reginald. 

NoTB — ^The name must agree strictly with that on enliBtment unices changed subsequently by authority 

Corps (Squadrop, Battery or Company) "A" Co. 136th O's. Bttn. C.E.F. 

Date of Discharge— June 3rd, 1916. 

Place of Discharge — Blankville, Ont., Canada. 



1. 



DESCRIPTION AT THE TIME OF DISCHARGE. 



Age — 27 years months, 
height— 6 feet G inches. 
Complexion — Fair. 
Eyes — Blue. 
Hair— Black. 
Trade~Baiik Clerk. 
Intended place of residence 
(To be given as fully aa 
practicable.) 



345 Spring St., 
Milton, Ont. 



Descriptive Marks 



Scar above left eye. 



2. The above-named man is dJecbargftd in consequence of 

Medically Unfit. 

N.B.— The cause of discharge must be worded as prescribed in the King's Regulations and be iden- 
tified with that on the character cercificate. If discharged by superior authority, the number and 
date of the letter to be quoted. 



i} 



•^ o^ 2 « 



3. Conduct and character while in the service have been, according to the records, etc. 

Very good. (N.L.M.) 

N.B. — ^Tbis will be assessed when practicable, by the Commanding Officer, in the 
presence of the soldier and the Officer Commanding hia bquadron, Battery or Company. 

4. Special qualifications for employment in civil life. (Vide para, 332, K.R. & 0. 
Canada.) 

Chauffeur (N.L.M.) 



M F. B. 218 
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5- He is in possesfion of the following number of G.C. Badges: 



No reference to G.C. Badges is to be made on either the discharge or character certificate. 



i. Medals and Decorations. . , • ■ > 



"a.5 tit: 



7. His account is correctly balanced, and signed by the Officer Commanding his Company. (Squadron 
or Battery), and I have impartially enquired into all matters brought before me in accordance with 
Regulations. 



(PlaceJ— Blanlnilie, Ont. 
(Date)— June 3rd, 1916. 



(Sgd-) N. L. Merritt- 
Commanding 136th O's Bttn. C.E.F, 



8. Certificate tQ be signed by the Soldier on Discharge 

I hereby acknowledge that I received all my Pay, Allowances and Clothing, and all just demands, up 
to the present date, subject to the reservations of the claims noted on the third page. 



(Place)— Blankvillc. 
(Date)~June 3rd. 



(Sgd.) C, R. AMES (Signature of Soldier.) 
<Sgd.) H. E. ACLAND (Signature of Witness.) 



When a soldier is absent through illness or any other cause and it is not desirable to forward these 
proceedings to him for signatufe, a manuscript copy should be sent for the man to sign, and when 
returned, should be attached here. 



9- Additional Certificate in the case of a Soldier who takes his discharge on his own request. 
I hereby declare that I do of my own free will request to be discharged from His Majesty's Service. 

, * , ,,,....,,. (Signature of Soldier.) 

10. Stfitement of Service, 

Service toward Engagement to . . , . (the date to which the Record of Service is completed) , . yeare , , days. 

Total, .years. ,days. 



Il> Confirmation of Discharge. 

The discharge of the above-named man is hereby confirmed. 

(Place)— Blankville, Ont. (Sgd.) 



(Date)— June 3rd, 1916. 



(Signature) N. L. MERRITT, 
Lt.-Col. 
O.C. 136th O's Bttn. C.E.F- 



52 
Reservations referred to at Para. 8. 

(To be signed by the soldier. When there are none, it is to be w stated, and signed by the soldier.) 
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LIST OF DISCHARGE DOCUMENTS. 



Reg-. Conduct Sheet.,.,,.... Militia Form B. 263 
ConducL Sheet, Militia Form B. 263a 



Squadron 

Battery 

Company 



Copies of Convictions, by C-P , in MS. 

Med. Hist. Shecti..., Militia Form B, 313 

Medical Report for Invalid*, . .Militia Form B. 227 

Statement of Man's Account on Transfer and Last 
Pay Certificate.. Militia Form D.877 of M.F.W.44 

•Only if discharged "Medically unfit." 



Attestation Paper MilitJa Form B. 235 

Proceedings on Discharge. . . . Militia Form B. 218 
Casualty Form « . .Militia Form W. 54 

In the case of recruits who are rejected on final 
approval, the discharge documents will consist of 

(a) Proceedings on Discharge. 

(b) Attestatio^i. 

(c) Medical History Sheet (in the event of 
such having been prepared.) 



N.B. — In the case of a man discharged by purchase, the date and number of Deposit Receipt with 
amount of same is to be noted hereon. 
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*JNSTRUCTIONS REGARDING PART II OF ORDERS. 

The Adjutant is, of cour&e, responsible for the preparation and distribution 
of this form; but the Paymaster should check same and point out any mistake 
to the Adjutant and have the same corrected. 

The orders issued on Militia Form D873, also called Army Form O 1810, see 
Appendix IV, Financial Instructions. 

All casualties affecting pay are to be shown on this form, which is to be 
rendered whenever necessary, but at least once a week. If no caeualties are to be 
reported, then a "Nil" return should be issued. 

Part II of Orders are to be aumbered consecutively from 1 up. When this 
is done an order cannot be missed. 

The following casualties are to be shown in Part 11 of Orders: 

1. Strength — Mentakenon. 

Mendi5chaf^:ed. 
Men transferred. 

2. Promotions or reductions, 

3. Punishments, nature and date of crime, award and by whom tri«], to 
be shown. 

4. Absence without leave, date and time of absence ftnd return to be 
shown. Note: 6 hours constitute 1 day; but if a man is absent for 12 
hours and over, and the absence is partly in each of 2 days, the man is 
mulct 2 days pay; if over 6 and under 12 hours, only 1 day. For examf^e: 
a man absent from 11 p.m. one day to 10.60 a.m. the next day is ir.ultt 1 
day. If he does not return till 11 a.m. be would be mulct 2 days. 

5. Men sent into the Hospital and also when they rejoin. 

6. Fines can only be awarded for drunlcenneos and then only on the 
oBcial scale laid down. 

7. Officer, N.C.Os and men granted leave of absence; only necessary where 
leave ia for one or more complete days. 

Note : In makii^ an entry, full particulara of each man should be shown and 
the E^reatest care taken that the particulars are correct^viz., number, rank, Christian 
and Surnanjc and also Company, 



^AIso see references to Part 11 of Orders on page 5, para. 8 and page 9. 
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SPECIMEN SHEET 



E^ch isBue of ordov will be numbered consecutively thrQughout the year. A fresh series will be 
commenced with the first isaue tn each year. 

Unit 360th Battalion C.E.Forcc 



DAILY ORDERS, PART IL 



No. 1 

Station Ottawa. 

Date Ist January, 1916. 



Sub. 
No. of Order, 


Subject 


Regimental No. Rank and 
Name, 


Squadron 
Battery 
or Co. 


Particulars of Casualties, etc., and 
Date. 


1. 


Strength — 


156 Pte. O.Lewis 


A. • 


Was this day attested, poated to 
"A" Company and assigned 
No. 15S. 


2. 


Promotion . . 


34 Corpl. A.Taylor,,... 


C. 


Promoted Provisional Sergeant, 
With cffea from 3lst Dec. 1915 
to complete establishment. 


3, 


Absence. .. . 


ISPte.A. Brown.....-,.. 


B. 


(a) Absent without leave from 
10 p.m. 31-12-15 to 6 ajn. 
1-M6, 

(b) Forfeits 1 days pay. 

(c) Awarded 7 days C,B. 


4. 


Absence 




B. 


Having been absent without leave 
since 10th December, 1915, waa 
this day declared by a Court of 
Inquiry tq be illegally absent and 
is etruck off the strength as a 
deserter accordingly. 


5. 


Strength — 




D. 


Having been discharged this date 
under the provisions of Para. 322 
(7) K,R, & 0. 1910, is struck off 
the strength accordingly. 


6. 


Absence .... 


100 Pte. R.Smith 


C. 


Absent from 10 p.m. 26-12-15 to 
2 a.m. 31-13-15, sentenced to 
IWhoursdetention, Forfeits 6 
days pay. <Toral forfeiture IS" 
days pay). 


7. 


Drunkenness 


5i Pte. R. Wilson 


B. 


Drunk returning to Barracks. 
This being the 3rd offence of thi» 
nature, and the last preceding 
offence being within the past 3 
months, he is fined J6,00. 


S. 


Hcspical.. . . 




D. 


Having been admitted to hospital 
suffermg with Venereal Disease, 
becomes liable to 50 cents per 
diem Ho^ital Stoppages and 
forfeits Field Allowance, until 
discharged from hospital as 
recovered from such. 







N.B. — Copies to be sent weekly'and on last day of each month to Officer i/c Records and Paymaster 
(Para. 14S4A. K.R. SO. 1910). 



Mil. Form D. 873. 



(Sgd.) D. R. Bbown, Captain. 
Officer Commanding or Adjutant. 



ORGANIZATION AND ADMINISTRATION C.E.F. UNITS 



APPENDIX VIII 
REGULATIONS REGARDING CANTEENS AND INSTITUTES 

Canteene. 

Headqueirters, Ottawa, 6th January, 1919. 

Instructions regarding Oiss-oizatioa. and managemeat of Regimenta) 
Canteens and Institutes referred Co in circular letter this date. 

Irregularities and misconceptions having arisen in respect to the conduct 
of Canteens, it has been found necessary to draw attention to the Rules which 
govern them in Canada and to emphasize the need of observing those Rules. 

The principles to be recognized and acted upon are>— 

1. The Canteen is established, not for the purpose of making money or for 
the purpose of accumulating a large fund for the future, but for the purpose of 
providing the troops with the best articles at the lowest prices, without limiting 
their rignt to r^ort to other shops or markets, and to provide means for their 
immediate recr^Ltion and amusement. 

2. The Canteen is to be absolutely "dry" in the sense that nothing of an 
intoxicating nature is to be used or sold oc kept in it. 

3. The management and the service in connection with the Canteen are to 
be conducted by officers and soldiers only and no civilian is to be employed in 
it or to have any interest in it. 

4. The Commanding; Officer i* responsible to superior authority for the 
proper management of the Canteen (as well as for the management of ever>' 
other regimental institution) and such responsibility is in no way lessened by the 
fact that a Committee has been appointed to assist in the management and 
supervision, or that a Committee has been appointed to audit its accounts. 
Moreover, the general management of a unit's Canteen Is subject to frequent 
and systematic supervision by the Commanders of th^ brigade, district and 
divisional area within which the unit is serving. 

5. The Canteen steward is in no way to be regarded as the manager of the 
Canteen but only as the assistant of the Committee a.nd as head salesman, 
charged with the duties of receiving the goods ordered by the Committee, and 
dispensing and accounting for the same under the rules and directions laid down 
by the Committee. 

6. The daily takings should be Imnded over by the Steward to the Treasurer 
or the President of the Committee not less frequently than once a day. All 
receipts should be deposited in a Bank daily to the credit of the Canteen Com* 
mittee, and all cheques should be countersigned by the Commanding Officer. 

7. Tradesmen's and Other bills and accounts should be closed up and paid 
not later than the end of each month. 

8. A scale of prices of ail articles on sale should be posted up in the Canteen 
for the information of purchasers. Such scale should invariably be approved 
by the Commanding Officer, 

9. Goods should be purchased from such tradesmen only as the Commanding 
Officer has approved, and or4ers for goods should invariaoly be in writing and 
signed by the President of the Committee. 

19. Officers entrusted w^th the duty of organizing units for Active 
Service should be careful to "Stiwt right" when establishing Canteens and other 
regimental institutions, A disregard of that principle has fed to much trouble 
in the past. 

11. These rules are supplementary to those already laid down for the con- 
duct of "Dry Canteens," and are not intended to supersede them. 

The following paragraphs of K.R. & O. (CM. 1910) are to be noted. 

52. "CoRimaading Officers are responsible for the proper application of all 
regimental funds, and will supervise and control the committees formed for their 
management." 

702. "The duties of quartermaster and paymaster should not be combined 
in one person, whenever it can possibly be avoided. Quartermasters and 
paymasters wUl not preside over committees for the maoageiueat of 
mesa, band, institute, or other regimental funds nor should the moneys 
of any of thrae funds be placed in their custody," 
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9i5. "Deuchments which have noseparaie canteen, grocery shop or coffee 
room, should be permitted to use those belonging to another corps." 

946. "Particulars relating to the management of institutes are contained in 
"Rules for the Management of Garrison aad Regimental Institutes," 

947- "All premises of the institute will be visited frequently by the Com- 
manding Officer, occaaionaUy by the Medical officer doing duty with the Unit, 
and daily by the captain or subaltern of the day." 

948. "A committee of management of three Officers will be appointed by 
the Comniaading Officer under whose orders they will act. The president ahoulo, 
if poftslbSe, be a field Officer. A Commanding OfBcer may appoint himsetf 
presideat. No Officer of the regimental scatf should be A member, and 
not more than one member should be changed at a time." 

949- Not material. 

950. "Defaulters will be excluded from the canteen, except during one hour 
only in each day to be fixed by the Commanding Officer." 

951. "Men attending hospital and doing light duty ^ll be eicctuded from 
the canteen, unless the written permission of the medical officer has been given." 

952. "Officers and soldiers with their families and servants are the only 
persons permitted to purchase articles at any of the branch^ of the institute. 
No civilians are to be allowed to purchase articles at any of the establishments 
at any time." 

953. "All persona entitled to deal at these institutes are prohibited from 
purchasing, or being concerned in the purchase erf, articles ioT tne benefit of, or 
on behalf of, persons not so entitled. 

954. "The Commanding Officer may permit soldica-s to introduce male 
friends into the coffee room, on condition that they leave the barracts on the 
sounding of the first pobt of tattoo. The person who introduces a friend will be 
responsible for his pood behaviour. The Commanding Officer may exclude any 
individual at any time." 

955- "Nothing in these regulations or in the King's Regulationa and Orders 
for the Army, so fdr aa they relate to the eaubliahment of canteens i? to be under- 
stood as permitting the sale within the limits of camp grounds during the annual 
training of the Militia of Canada, of spirituous (to irxlude wine) or malt liquors 
<k any kind,- their sale within such limits being strictly prohibited." 

956. "Officers Commanding camps of instruction of the Active Militia will 
be held responsiWe that the above order is carried out, and they, together with 
the Officers Commanding units of the active Militia, will in those diairicts where 
the law so directs, be liable to prosecution in res^t of any liquor sold in tents 
or other pretnises subject to their control in addition to such penalty as may be 
inflicted tor a breach of military discipline." 

12- Extract from General Order 43 as amended by Ch-cular letter dated 
38th October, 1915, (H.Q. 591-1-2) relating to Dry Canteens. 

Sec. 2. "Thwe canteeng to be organized, admlnister-cd and carried on under 
the supervisional direction of the Officer Comnwjiding the Unit, or a committee 
appointesl by him. They are to be inmectcd daily by an Officer, and once a week 
by the commanding officer or other officer appointed by him at which inspection 
the bools, accounts and vouchers and alsa an audited caah statement are to 
be submitted." 

1*. Militia Order No, 533, 6th December, 1016. 

"No spmtuous or alchoHc liquor is to be brought into, sold or drunk in any 
Mess whetner of Officers, or Noa-Commisaioned Omcera, or Men's Canteens, of 
any Unit of the Pennanent Farce, Active Militia, or Canadian Expeditionary 
Force serving in Canada, nor shall any such liquor be brought into, sold or drunk 
at any military entertainment given elsewhere than in a M«s or Cantccij," 



S6 



ORGANIZATION AND ADMINISTRATION C.E.F. UNITS 



APPENDIX IX 
RETURNS AND STATES. 



57 



w 




ti 




td 




H 




Pi 




< 




s 




o 




a 




< 




u 




a 




t. 




o 








as 


, 


H 


o; 


« 


fe 


C 


EEi 


o 


1 


^ 


c 
o 


< 






A) 


V 


& 


> 


b] 


*-L 


ti 



•W ,«s J 







c 




>% 












o 


■a 












e 

8 


c 
o 












c 


e 












>. 


8 


'S 










^ 


a 


.s 










« 


u 


ID 

.2 






' tf> 




n 


O 






li 




a 
.2 


"ri 


2 










B 

2 


d 










> 


"m 


« 








't ^ 


"£ 5 


•sl^ 




•s 




1 1 


■S" ^, 


■g.s 


•5 










Stf 


CO 


4^ 






Ui 4J 


■•-> OJ 


■^ e 










^ n" 


T n 


-s 

iii 


a 


fd 






Co o 


o d , 


6 


B 
O 






•B|^ 


c 5 S 


«2 


c 


d 






5 u 


4j rt'H 


5i >!. 


a 


4> 






pip 

1'^ 




Co 


6 

1 


1 






•-I en 


tfl 1- 


</> 


tfi 


trt 


Mu 


















CI 




o 


e 

P S 

* H 


g 


§ 





= '3 


O * 




H 




H 




h 


o3 
















z 




















"o '3 


o -S 


"o 




-s 


_^ 




SL g. 


g. s 




s 


3 






rt rt 


ri 


pl 








'6l^ 


V « ** 




*5 


*3 


Si; 

So 




J 
1 






3 B 


-1 





c 
a 





c" 



53 



o 

if 



o u 



B 

OS 


1 
1 


























i 




e2 
































■S IB 










■ 






























■ 
























"C 
1— 1 












■ 




















































-2 

e 
































c 




























■- 




































o 






■ 




■ 
K 

: 


















.i 


". 




















. 






■ 








































Total 






















i 
i 
i 




. 


1 





a; 



< 



59 



h4 
< 

O 



J3 
o 



c4 

e 

(4 

3 

-4-1 

M 



o 



•5 
o 



4> 



o 



g 



>4 



I 






ai 
o 



IP 



.2 S 

4-1 Ih 

^.5 



.§ 






o 



p 



o 



o 



c 
Q 



W 



< 



u. 






o 






J5 



d 
Z. 



60 



2 
I— I 



o 
» 

« 
O 
O 

(4 
111 



a 
•5 

c 



7, 

o 



a 

e 

a 



t 
'3 

■a 

c 

o 

D 



Ph 



d> 



U 



3 

2 



I 

"3. 

O 

u 

14 



i 



B 
2 



E 



61 

SPECIMEN 

Unit 

Date 

COMPLETE LIST OF OFFICERS. 



Name 


Kank and Corps 
ifl Active Militia. 


Rank and Unit in 
C.E.F. 


Authority 


Remarks 













Commanding (Unit) 

N'.B. — To be compiled and rendered to Headquarters, 2nd Division, on the last day of each muath. 



SPECIMEN 

MONTHLY RETURN OF LIST OF CHANGES 

CHANGES IS ADDRESSES OP NEXT-OF-KIN OF OFFICERS, NX.Os. AND MEN— C.E.F. 



Regt. 
No. 



Rank 



Name 



Address of neatt-of-kin shown on Attestation 
Paper or Ofiicer's Declaration Paper. 



New address of 
next-of-kin. 



.ComniaQding. 
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APPENDIX X 

MISCELLANEOUS REGULATIONS AND INSTRUCTIONS ISSUED 
FROM TIME TO TIME BY MILITIA HEADQUARTERS, 
OTTAWA, STILL IN EFFECT. 

Dags Accompanying Overseas Units. 

h is pointed out for the irJonnftCion of all catuxmcd that di^s are not to 
be permitted to accompaay any of the ofEcera or men of any unit proceeding 
ovcraeas as they cannot land m England and are usually left on shjpboard «'here 
they are eithw destroyed or turned loose on the ship's arrival at a Canadian Port 
and so lost. (H.Q. G54-21-16-9, vol. 2, dated 11/8/15.) 

Granting of Warrant Rank- 
Warrant Rank will not be granted to any N.C.Os. of the Canadian Expedi- 
tionary Force in Canada, promotion of Sergeants-Major to this rank can only be 
considered after arrival in England. 

Badges of Rank. 

Under Canadian Regulations badg« of rank are worn on the shoulder 
strap bui undo: Imperii Regulations they are worn on the sleeve. 

Inasmuch aa the Canadian Expeditionary Forces on leaving Canada, pass 
under the control of the Imperial Authorities, badges of rank in thecaseoi omcera 
of the Canadian &tpeditionary Forces should be worn on the sleeve, and this 
change must be made befwe proceeding overseas. 

Solicitation of Subscriptions by Units of the C.E-F. 

It has been brought to the attention of Headquarters, Ottawa, tliat units 
for Overseas Service are soliciting subscriptions from the public for the purcliase 
of articles of equipment, band instruments, etc., and the creation of a RegimenUl 
Fund, and it has been reported that some units have charged an admis»on fee to 
witness parades, etc., for such purposes. 

The jjragtice above referred to does not commend itself and no appeals for 
subscriptions will be mrmitted except with the express p^mission obtained 
beftHThand from the Militia Council, through the proper channel- 

Units of the Overseas Forces are supplied by the Department with every- 
thing necKsary for their equipment and it should not be necessary to app^I to 
the public for assistance. <H.Q. 54-21-33-71), 

Appointment of N-C.Os to the C.E.F. 

All N.C.Os appointed to the C.E.F. will hold provisional appointmcats only, 
so that they can be reverted at any time when the interests of the service so 
require. They will not be confirmed tn ranlt until after the unit arrives in 
England^ 

Working Pay. 

The following is a copy of a recent Order in Council respecting working pay; 

The Committee of the Privy Council have had before them a report, dated 
1st November, 1915. from the Minbter of Militia and Defence, titating, with 
reference to Order in Council No. 32ft4 of 3rd September, 1914, fixing rates of 
pay for the Canadian Expeditionary Force, that when these rates were under 
consideration in the Department <^ MUitia, and Defence, it wa& represented that 
working pay for cooks, tailors, bakers, butchers, motor car drivers, mechanics, 
smiths, farriCTs, wheelers, and such like, at rates varying from 50c. to il-OO a 
day in addition to the wdinary rate was necessary in order to induce the men of 
those trades to enlist, and accordingly this ejttra pay was recommended and 
approved. 

In the light of further experience, however, it ia now considered advisable 
to Cancel this working pay, as those who are drawing it have as a rule ca^er and 
less dangerous tasks to perform than the men in the trencher who do not receive 
it, FurthermtH-e, no difficulty is now anticipated in recruiting men of thrae 
tr»de.i. 
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The Minister, therefore, recommended that beginning with 1st January, 
1916, that part of the Order in Council of 3rd September, 19li, authoriaiag 
working pay be cancelled, and thow in receipt of same who are unwilling to 
continue on the ordinary rates be allowed to take their discharges as sooti as their 
pkcra can be filled. 

Medical Care of the Feet of M«n of Uaits of the C.E.F. 

Attenticm has been called to the great importance of having the feet of the 
men oi all units of the C.£.F> carefully inspected at least once a month, with a 
view to tht deteciioa acid correction of any Conditions which may lead to impair- 
ment of efficiency. 

The Medical Offices of a'll units concerned should, as part of their duties, 
give such instnicEions to the men under their chaise as may be necessary to 
assist them in caring for their feet. A number of men in the proportion of at 
least two per infantry Company should be specially inatructed m Chiropody, io 
order that they may render assistance to the Medical OflScer jn carrying out this 
epecial service. (H.Q. 54-21-37-3.) 

Soldiers Medically Vtifit detained pending Discharge. 

In cases where s(^dicrs belonging to Unit of the C.E.F., which has npt yet 
proceeded abroad, are found medically un£t tor future military service and are 
detained in a hospital or sent to a i^nvalescent home, etc., pending final disposal 
and discharge, they may be struck off the strength of their unit and placed under 
the direct orders of ihft A.A,G. Division or District. 

For the purpose of pajj their Paymaster will forward the Last Pay Certificate 
to the Divisional or District Payjnaster where future payments will be made 
until such time as they are discharged with pension or tit to resume their civilian 
occupation and final settlement made. 

Separation Allowance ia connection with men who marry 
after enlistment. 

Certified Copy of a Report of the Committee of the Privy Council, approved 
by His Royal Highness the GoverntM- General on the 23th January, 1915. 

The Committee of the Privy Council have had before them a report, dated 
23rd Januar^^, 1915, from the Acting Minister of Militia and Defence, stating 
that applications have been received from men who have enlisted in the Corps 
raised for Overseas Service to be allowed to marry and to have their wives placed 
on the separation Alloflra.nce list, and that many have already married since 
enlistment without asking permission and are claiming this allowance. 

Hie Minister observes that these applications have hitherto been refused on 
the ground that the Separation Allowance was intended to provide for families 
of married men who has enlisted as such and whose families would, Dtherwii$e, 
be ia want or become a heavy burden on the Patriotic Fund, and that it was not 
the Government's intention to encourage the mtn to marry after eniistntent as 
that would increase the already heavy expenditure under ^paration Allowance, 
and in case of the soldier's death would n^xssitate placing his widow on the pension 
list. 

As, however, the applications hitherto received are from men who had, prior 
to enlistment, given a promise to marry, the Minister recommeftds that, in con- 
sideration <rf tnis and the sudden call for volunteers permission to niarry be 
granted provided the application has the recommendation of the Officer Com- 
nanding the Corps in which the man is serving and that the marriage lakes place 
Within twenty days after the application of this Order, and that, as regards 
application of this Idnd from men enlisting hereafter, permission be granted only 
to those who apply at the time of enlistment and that if not married within twenty 
days thereafter the permission be cancelled. 

If a man marries after twenty days of enlistment and refisons exist which 
entitle him to special consideration, O.Cs should submit a report of the case for 
consideration of Militia Headquarters, Ottawa, who may grant Separation 
Allowance as a Special Case. 

Kit Bags to be carried by men on train. 

Ofiicers commanding Overseas Units, prior to leaving to embark for overseas, 
will see that each man carries his kit bag with him on the train, as if they ajre 
stored in the baggage car the embarking of troops is delayed, owing to these kit 
bags having to be distributed to the men^before going on boird. 

Drawing Balance of Ordnance Stores at Embarkation Point. 

Officers in charge of units or drafts leaving for Overseas should, immediately 
the point of embarkation is reached, get into communication with the Ordnaoce 
Officer at ihat point with a view to drawing from Ordnance Stores any additional 
stores which have been sent to that point for the unit concerned. 
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Training Manuals. 

1. A supply of the undermentivned Training Manuals are kui from Militia 
KeadquarterSf Ottawa, shortty after authority has been eranted to raise a Unit 
of the C.E.F. 

Infantry Training. 

Musketry Regulations, Parts I and II. 

Field Service Regulations, Parts I and II. 

Field Service Pocket Book. 

Training and Manual Regulations. 

Manual of Military Law. 

King's Regulations anti Orders "Imperial." 

Rifle and Musketry Exercises, Ross Rifle. 

Handbook Canadian Service Rifle, Part I. 

Mani^t of Ceremonial. 

Trumpet or Bugle Sounds. 

Instructions in Bayonet Fighting, 

MaQual Field Engineering. 

Engineer Training. 

Manual Elementary Military Hygiene. 

Manual of Map Reading. 

Training Manual Signalling. 

Field Service Manual (Infantry.) 

Army Book 163, (Field Message Book, Dismounted Officers.) 

Army Book 156. (Field Message Book, Mounted Officers.) 

2. Militia Books and Forms. 

A supply of the undermentioned Militia Books and Forms can be <fbtained 
on application to the Divisional Office. 
Kew 

Subject. 
Memorandum Fwm, 6?^ x 9. 
Envelopes, blue, IL j4 x 5. 
State, mMching In and Out. 
Discharge, Proceedings on. 
Court-Martial, Orders, for Aasembly. 
Detwition Barracks; Conimitmeac to, by Officci- Com- 

manding (Otdw to Officer or N.CO. in charge of). 
Minor-Offence Report, 
Medical History of an Invalid. 
TesE-Messaffts for Signallers (Pads of 100), 
Envelopes, Blue, 9 k 4, 

Guard Report. 

Correspondence sheets, B x 13, with heading. 
Court of Enquiry, Declaration of. 
Conduct Sheet, Regimental. 
Conduct Sheet, Sqd., Troop, Battery or Company. 
Conduct Sheet, Instructions and Specimen Sheet. 
Follow Sheets to B.263, 
Follow sheets to B.263a. 
Charge Report. 
Absentee Report. 

Parade State, daily, all arras except Units of the 
Permanent Force; (ecc also Militia Book No. 67). 
Sick Report, Morning. 

Drunkenness; Scales of Fines for. 

Board of Officers, or Committee, or Court of Enquiry; 

Proceedings of. 
Telegraphs and Signals; MessagcForm "A" (pads of 100). 
Church Parade State; Weekly. 
Court'Martiai; Memo for guidance at. 
Medical History Sheet. 
Court-Martial; Application for. 
Furlough, Authority granting. 
Tattoo, Absentee Report. 
Court-Martial; Statement of Character, ParticulM* of 

Service and Schedule of Convictioos of Prigoner, 
Deserter; Description to Chief of Police. 
Army Telegraphs and Signals; Message Form "C" (Pads 

of 25 originals and 25 duplicates). 
Correspondence Sheets, 4to., with Heading. 
Rteruiting; Semi-monthly Return of. 
Recruiting; Sutenient oi Results fof half month to 16th 

day. 
Recruiting; Stetcmeat of Results for 17th day to end of 

month. 



Series. 


Former No. 


B.207 


C.29 


B.211 


C.72 


B.315 


C.17 


B.218 


B.99 


B.220 


A.43 


B.222 


B.U6 


B.224 


B.32 


B.227 


B.129 


B.229 


B.146 


B.234 


C.69 


B.237 


B.25 and 




CHS 


B.239 


C.80 


B.259 


B.12 


B.263 


B.17 


B.263a 


B.17 


B.263b 


B.22 


B.263C 


New Form. 


B.263d 


do 


B.264 


B.14 


B.273 


B.a 


B.SSQ 


C.23 


B.292 


B.34 and 




C.93 


B.297 


B.42 


B,303 


B.^ 


B.305 


C.212 


B.307 


New Form. 


B.3I2 


A.4 


B.313 


B.ea 


B.321 


B.9 


B.322 


B.24 


B.341 


C.16 


B.355 


B.44 


B.35e 


B.153 


B,418 


New Form. 


B.440 


do 


B.462 


do 


B.463 


do 



B.4G3a 



do 
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New 


Former No. 


Scries. 




B.464 


New Form. 


C.501 


A.29, A,30, 




etc. 


C.502 


New Form, 


C.548 


C.114 


C.650 


New Form. 


C.552 


C.23 


C.566 


C.32 


C.673 


0.3 


C.574 


0.4 


C.615 


New Form. 


D.ait 


C.52 and 




C.53 


D.S17 


B,6a 


D.817a 


B.Gb 


D.840 


C.83 


as63 


Accc. Br. g? 


U.873 


New Form, 


No. 4 


B.69 


No, 11 


CJ6 


No. 14 


B.97 


No. 15 


B.132 


No, 16 


c.ioo 


No. 17 


B.113 


No. 18 


B.112 


No, 28 


C.176 


No. 30 


C.22 


No. S3 


B.73 


No. 36 


C.27 


No. 36 


C.92 


No. 38 


B.152 


No. 40 


C.105 


No. 43 


B.121 


No. 43 


B.154 


No. 44 


B.71 


No. 46 


C.123 


No. 49 


B.70 


No. 50 


New Book 


No. 50f 


do 


No. 54 


do 


No. 60 


do 


No. 62 


do 


No. 63 


do 


No. 63 


do 


No. 69 


B.68 


W.5 


New Form. 


W.6 


do 



Subject. 



W.7 

VV.7a 

W.IO 



do 
do 
do 



W.13 


do 


"W.14 


do 


W.20 


do 


W.23 


do 


W.29 


do 


W.30 


do 


W.38 


do 


W.39 


do 


W.43 


do 


W.44 


do 


W.5I 


do 


W.54 


do 


W.61 


do 



Envelopes, white, 9x4, addressed: 

Headquarters.... ,.;. Division or (District). 

Forms and Books, Militia, Classified List and Requisition 

for. 
Forms and Books, Militia; Short Form of Demand for. 
Size KoU; Special. 

Stationery. Demand Form and List oL 
Provisions, etc; Demand ioc Rations of. (Fads of 100). 
Size-Roll for Clothing of stock sizes. (Pads of 100). 
Stores; General Equipment Indent. (Pads of 100). 
Stores; Issue and Receipt Vouchers. (Pads of 100). 
Stores; medical; Requisition for. (Pads of 100). 
Travelling and Hotel Expenses; Claim for. 

Canteen; Stock Account and Proof of Cash (Monthly 

Return). 
Canteen; Abstract of Receipt and Expenditures. 

(Monthly Return). 
General Allowance CLaim. 
Postage Account, monthly. 

Promotions, Casualties, etc. (Pt.U), Regimental Orders. 
Cash Boo5c and Ledger, Troop, Battery or Company (4to. 

150 folios). 
Guard Book, 1!^^ 17. 
Recruits, Register of (2Q0 folios). 
Duty-Roster, Officers; Permanent Force (120 pages). 
Rations; Requisition for (100 per book). 
Memo-Book (daily); Orderly-Sergeants' (5^ 3t 8). 
Duty^Roster, Orderly-Sergeants' (fcap., 2 qrs.) 
Nominal Roll and Attendance at Drill; Company (50 

foUos). 
Guard-Room, 10 x. 15H- 



Cells, Visiting Oificers' Book (/'cap, 100 pages). 
Correspondence, documentary, Register of (f'cap, 



150 



W.65 
W.67 



do 

do 



fohos.) 

Order-Book, 8x5 (300 pages). 

Orderly's Book; Battery or Company. 

Defaulter's Book (other than Permanent Force) 150 sheets. 

Officers' Service; Record of. 

Conduct Sheets, cover of. 

Portfolio for Papers (f'cap). 

Postage, Register of (f'cap, 300 pages). 

Cash Account, Pay-Sergeants, G x 8J^ (100 foUos). 

Equipment Ledger; all non-permanent Units (artillery, 
clothing and personal equipment only) (S-i»ge book). 

Appendix to Equipment (Mil. Book 60), all non-perman- 
ent Units (42-page Book). 

Squadron, Battery or Company Book (f'cap 100 folios). 

Plain foolscap book (3 qr). 

Section Pocket-Book. 

Pass; temporary absence from Quarters (100 per book). 

Courts of Enquiry, Record of Declaration (f'cap book, 
2 qrs.). 

Casualty Book. 

Receipts for Payments. (C.E.F. Paymagtcrs). 

Statement of amount received and expended by Pay- 
master. (C.E.F, Paymasters). 

Pay-List of Officers, N.C.O.'s and Men (CE.F. Pay- 
masters). 

Pay-List of Officers, (Inside Sheets). (C.E.F. Pay- 
masters). 

Assigned — Pay Cards; for Name, Corps, Address, etc., of 
Soldier. 

Field State. 

Field Return. 

ShKts for preparation of Nominal Roll. 

Attestation Paper, C.E.F. 

Medical Report on Recruits. 

Se[».ratioii — Allowance C^ds; for Name, Corps, Address, 
etc., of Soldier, 

Transportation at reduced rates; special Certificate for 
CE.F. Soldiers. 

Discharge Certifirate, C.E.F. 

Special Parade-State; Battalion or Battery. 

Last-Pay Certificate, 

Officcra' Declaration Paper 

Casualty Return, by Unit, Regiment of Corps. 

Recruits; Particulars to be given by Recruiting Officer, 
for information of Regimental Paymaster. 

Return, monthly, changes of addresses of next of kin, 
N.C.Oa and Men, C.E.F. 

Particulars <A famiHca of officers and men enlisted in C.E.F. 
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STATIONERY FOR CANADIAN EXPEDITIONARY FORCE^SCALE OF ISSUE 



The following scale of issue of stationery for C.E.F. Overseas Units has been approved and on the 
[ormatton of such Units demand will be made on the Government Stationery Office, without delay, far 
the supply of such articles. Anything supplementary which may be rrquired or in excess of this AlIoW' 
gince, will have to be made the subject of a special demand forwarded through the O.C. of the Division 
or District with bis remarks, and such application will be looked-into. Articles as per Column 1 will 
issue to Infantry or Pioneer Battalions, Engineer Training Depot; articles as per Column No. 2 wiit issue 
to C.M.R. Sqdn., Battery of Field Artillery, Battery erf Siege Artillery, Cyclist Company, Field Artillery 
Brigade Ammunition Column, Army Service Corps Depot, Section Field Ambulance, Hospital (General, 
Field or Stationary), Tunnelling Co. 

Notification will be given in Militia Orders as to issue of stationery to new Units not here mentioned 

and which may be authorized from time to time. 

(H.Q. 445-1-10.) 




Books, foolscap, S x 13, feint lines, }4 V-t p'sii ' 

do dd do for t and cts. 

do do do 1 qr., plain. . , , 

do do do for S and cts. 

do do do 2 qrs., plain 

do do do for $ and Cts. -, 

Books, Index, 8 x 13, 2 pages to the letter ...,,,,, 

do 4x 13, do 

Books, 4to. large, S x 10, feint lines, 288 pages, plain 

do do do for S and cts. 

Books, 8vo, small, 4 x 6^, feint lines, SO pages, plain. 

do do do for % and cts 

Books, memoranda, 3x5, sectional lines, 200 pages, No. 792 

Books, shorthand, stitched, feint lines, 63 x lOM, 9& pages. 

Scratch pads, No. 1, plain, BJ4 x S, 100 sheets 

do No, 3, plain, 43 x 7, 75 sheets.. 

do No, 6, feint lines, 5J4 " 9. 50 sheets , 

do No. 6. plain, 8 x 10, 50 sheets 

do No. 6, feint lines, S x 10, 50 sheets 

do Special, plain Parliamentary paper, 6H x ID, 100 sheets 



PAPER, 



Foolscap, white, feint Une^ 480 double sheets to the ream . . , , 

do do do 960 single sheets to the ream , . . 

do plain, 480 sheets to the ream 

do 960 single sheets to the ream. : .,.,-.. 

do medium thick plain (EarDsclifte Linen Bond, No. 104), 500 
single sheets to box , , , . . . , 

do thin sheets (N o. H 1)— for carbon copies'— 500 sirigle sheets 

to the box 

Blotting, 18 X 24, thick.. 

Semi<arbon sheets, black, foolscap size (13 x S), 100 to the box. . , . 



PENS AND PENCILS. 

Pens, T., Broad (Heath's), H grMs box, 

do Telephone, fine (Heath's), H gross box 

do Postal Telegraph, fine (turned up point), No. 1830 (Heath's), 

J^ ^rosB ban .....-..,,.., ■ 

do Relief, No. 314 broad (Easterbrook's), Hgross box.. , 

do Double Elastic, No. I3S (Easterbrook's), |^ gross box 

do Red Ink, fine (Mitchell's), H gro» box 

Pencils, B, soft, "Orloff," or "Canada's Pride" 

do H.B. (harder than B) "Orloff." or Canada's Pride" 

do H. (hard) "Orloff," or "Canada's Pride" 

do red and blue chalk. ,,,,,,, 

do Venus, hard. No. 162 (copying) 

Ink, blue-black, not copyii^, pint bottle 

do do copying, pint bottle*. ,.,...,.... 

do red, pint bottle , 

Mucilage, quart bottle , 



2 


2 


2 


2 


2 


2 


2 


2 


2 


1 


2 


1 


10 


4 


10 


4 


2 


2 


2 


2 


5 


2 


5 


2 


12 


6 


12 


6 


30 


12 


24 


12 


18 


12 


12 


6 


12 


6 


12 ■ 


6 


1 Rm. 


H Rm. 


1 Rm. 


iRm. 


1 Rm. 


HRra. 


1 


1 


5 


3 


10 


6 


96 sheets. 


48 


3 


2 


1 


I 


1 


1 


1 


1 


1 


1 


1 


1 


1 


1 


30 


J6 


30 


16 


30 


16 


30 


12 


30 


16 


6 


2 


1 


1 


2 


2 


2 


1 
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Stationery for Canadian Expeditionary Force, Etc. — Continued, 




PAPER FASTENERS. 

No. 1, K in., McGill's, flat or round heads, 100 per box. 

No. 2, ^ in, do do do . . . 
No. 3, $^ in. do do do . - 
No. 4, 1 in. do do do . . 
Niagara Clips, 100 per box , 



ELASTIC BANDS 

No. SO, assorted lengths (2 in, to Z}4 in,), M in. wide, 34 gross box 
do _ do Ji do ^ do . 

No. 82, 3 ins, Icmg, J^ in. wide, 1 gross box 

No. 12, 2 ins, long, thread, 1 gross box. 

No. — , ft ina. long, thread, 1 gross box 



ERASERS. 

Comet (for typewriter), rubber with brush , 

Ideal, soft, No. 24 (Faber'a) 

Ink and pencil, large (Faber's) 



SUNDRIES. 

FinBt pyramids, 300 to a pyramid, .,.,.... 

Sealing wax, red, aticks. 

Ribbons, typewriters (state machine), black copying, blue 

do do Bichrome or Trichromc U^hen machines 

adapted for) 

Twine, fine balls 

do medium balls 

do coarse balls... - ■ , 

Pencil rubber tips, .........; 

Binding cases, foolscap size. No. 18 

da 4to, No. 12 

5 years. Inkstand, glass, single bottle, round, 3H '«■ (No- 34).. . . 

Inkstand, glass, double (one piece) , ., 

Mucilage Reservoirs (Morgan's), No. 6, with brush.. , . . 

do do do brushes for latter . 

Blotting Paper Desk Pads, 18H x 24^ 

do Hand Pads (Sill's) 

Pen Racks, spiral wire (fixture) 

do meta! 

Pen Wipers, metal , 

Penholdero, "Korks," large 



8 years. 
8 y^rs. 

1 year. 
3 yean». 
8 years. 

do 

do 

5 yearg. 

2 years. 

do 
do 
do 
do 
do 

3 years. 
8 years. 

do 

do ] 

do 
3 yeara. 

do 
8 years. 

do 
5 years. 

do 
8 years. 

do 
3 year?. 

do 
8 years. 

do 
1 year. 
3 years. 



do 
do 
do 
do 
do 



do smail 

Eagle Pencil Co.'b. No, 1523 (pen ejector). . 

Antinervous, large 

do small , ,, 

Taper. , 

Pin Cushion, 2 x ZH 

Bodkins (paper pierces), with eye. 

do do without eye , , , , 

Envelopes openers, steel, (Muckle's) . ■ 

Erascra, steel, long blade , 

Paper weights, IK lb , 

do IJ^Ib 

Desk baskets, wire 

Waste-paper baskets, wire 

Rulers, flat, 12 in. 

do 18 in 

do round, 1 2 in. (ebony) 

do 18 in. (ebony) 

Scissors, 7 in 

do 9 in , 

Twine boxes, metaJ , 

Envelope rolling damper (Heath's) 

Roller for latter , 

Hones 



1 
2 
1 
1 

12 



12 
1 

4 per ra 

2 

2 

2 
18 
15 

5 

6 

6 

2 

1 

6 

6 

6 

a 



6 

1 

achine. 

1 
1 
1 
8 
6 
3 
4 
3 
1 
1 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
2 
1 
1 
2 
2 
3 
3 
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Stationery for Canadian Expeditionary Force, Etc. — Concluded. 



Article 
N unibei:. 



STATIONERY, Etc. 



No, 1 



No. 2 



114 
115 
116 
117 
J IS 
119 
120 
121 
123 
124 
125 



8 years. Files, double spring (Beaver) 9 x 14 ,'. . . 

10 years. Paper Puncher ("Triumph") 

8 years. Files, Hcok op Straight Uprighta 

do do Harp (Hanging), .,..,,,.,,. 

do 1 do Boards, foolscap, clip at top'. 

do do do clip at side. 

do 60 Eclipse. , , . 

do do Hand Clips, large .....,.,. 

1 year. Ink Stamp Pads, "Excelsior," No. 2, 3 x 6, black. 

do do do do blue., 

do do do do red . . 



s 




3 


1 


fi 


1 


6 


I 


6 


3 


6 


3 


6 


2 


a 


2 


I 


1 


1 


1 


1 


1 



AttentioT^ is drawn to Militia Order No. 22 of 10th January, 1914, r^pcctiug accounts ior printing, 
etc, and which reads as follows:: — 

"The attention of the Department of Militia and Defence having been drawn to the fact that the 
law requires aU work connected with printing, lithographing, engraving, etereotyping, etc. to be done 
by or through the Department of Public Printing and Stationery, on regular requisitlonB thereto, noti- 
fication is hereby given that no accounts for such work will be sanctioned for payment, except when the 
expenditure has been authorized through the DepMrtment of Public Printing and Stationery. 

The same course will be followed in connection with advertisements, articles of stationery or 
services requiring requisitions on that Department. 
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ORGANIZATION AND ADMINISTRATION C.E.F. UNITS. 



APPENDIX XII 
INDENTS, ISSUK VOUCHERS. AND RECEIPT VOUCHERS. 

PAPER read by Lieut .-Colonel A. de L. Panet, Canadian Ordnance Corps. 

SENIOR ORDNANCE OFFICER, 2n(i DmBional Area, Toronto, Ont., at 
a Conference of Officers of the £ik1 Division held at Toronto on the 30th Decembcrj 
1915. 

Subject. 

"INDENTS, ISSUE VOUCHERS, AND RECEIPT VOUCHERS". 

Indents. 

The definition of an indent is: A requisition by the 0,C. a unit for clothing 
and stores required for tha-c unit. 

There are several very important points in conoection with the submission 
of indents which are religioualy disregarded by indenting officers. 

To brat illustrate these wc will take the form and pt-oceed to make an indent 
with remarks to illustrate each step. 

Start at the vt^ry top of the form and there you will see bracketed "For 
ordnance stores and ammunition" and "For clothing and necessftries." This 
19 starred and a footnote reads; "Stores and aromunition to be separately indented 
forf rom the indents for dothing and necessaries." 

This instruction is usually disregarded and indents are very often a jumble of 
all lections of stores and dochine. While here I would prant to the last line of 
text before coming to the body of the indent. This reads, "A separate sheet is to 
be used for each section of the Vocabulary." Each quartermaster of a unit, or, 
in smaller units the officw: detailed to act as quartermaster, should have a copy 
of the "Canadian Priced List of StoreSt Clothing and Necessaries." This is the 
vocabulary referred to in these notes. 

Now the reason for this regulation may not be apparent, but it is important 
that it should be carried out, and a little disgresaion here on the interior economy 
of an Ordnance Depot may not be out of place. An Ordnance Depot is like a very 
large wholesale house and the work of issuing and receivina stores must be divided 
among a cumber of N.C.Os who are called "Foremen.' Each foreman has a 
group □( sections; this is a permanent arrangement and N.C.Os are specially 
trained for each group. This brings us back to the reason why an indent should 
have a separate sheet for each section and for ck>thing. On receipt and after 
tlie necessary approval is given the indent is divided up among the group foreman 
and the sheets of each section are given to the foreman affected. These sheets 
remain the property of the foreman and are his authority for having parted with 
his stock. Therefore if indents are not received correctly made out in this 
respect this has to be done in the Ordnance Office. It often happens that 
extract* to other sheets have to be made for as many as four or five sheets. 

In the right hand top corner is a small space fenced off from the rest and 
labelled "Space for S,0. Acer's Issue order Number." This space should not 
be encroached upon. In it the number of the indent is placed, and in any 
correspondence on the subject of this indent the number ffivcn here should be 
qUQtea. The station monogram precedes the number and enould also be quoted 
to show that the correct number is referred to. The station monogram of the 
Toronto depot is "T." The date of the indent should also be quoted, as these 
numbers bc^tn afreah at 1 in each period of account. 

The reason for quoting this indent numi^er in correspondence is that other- 
wise the reply to your enquiry might refer to an entirely diSerent indent, besides 
it saves time in turning up hundreds (rf indents to find the one referred to. 

Now we come to the line "Required for the , . . , " 

Strange as it may seem this line is generally filled in inc<»Tectly. 

The full title of the unit should be here inserted, it is useless to say "for the 
Battalion under my command." It should say "for the 199th Battalion G.E.F." 
cr as the case may be. 

Date and Station. These should be filled in, quite frequently they are 
omitted. 



S« Copy of 
Indent. 



1234 



S(« note on 
lodnit Forta. 



See Indem 
T 



2016 
1915-Id 



See Indent 
T 



aaie 
1915-ia 
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Space headed **No. of Mea, ttc." Thia is important— very important. 
If the indent refers to issues to a complete unit — we will use a battalion as an 
illustration— insert 1117 N.C.Os and men. If the irdent is for, say, chevrons for 
the K.C.Oa of the unit the numbw of staff sergeants, sergeants, corporals, etc., 
should be shown. The information which should be shown In this £|jace is 
usually either omitted or incorrectly given. I will give an instance of this 
incorrectnesa: A unit desiring 16 seta of saddlery and grogming kits for its riding 
horses showed in this space 1117 men. Now as 1117 men are not affected by 
the indent the filling in of this space in that manner was obviously absurd; if the 
officer preparing the indent had taken the trouble to read the heading of this 
space he would nave seen the number of horses was wanted, therefore he should 
have inserted "16 riding horses." If cleaning materia! or appurtenances of 
riSesare demanded the number of rifles on charge and for which these articles are 
required should be shown. I think you will sec this without any further explana- 
tion. 

Now we come to the body of the indent. In this you will see 12 columns and 
each column has its own individual use, therefore no column should be used for 
other than the purpose intended. After an iiident leaves your hands there is 
still Considerable clerical work to be done on it. Ketp the names of the articles 
you require strictly to column 1 and don't encroach on column 2, which has its 
own purpose. 

Description of Article, Column 1. The directions at the head are so 
explicit tfiat I cannot add anything to them, but as I have satd before indenting 
omcera insist on ignoring them. I can only ask you to follow th^e directions 
closely. The numb«- of articles wanted are sometimes put in this column. 
This is wrong, the column headed "Now required" is for this purpose. 

Establiahment, column 2. This has a close connection with the space 
previously spoken of and the information filed in in this column is based on that 
given in the space. It differs in this respect : we will say we want a full issue <^ 
socks for the battalion, in the space above we show our strength at 11L7 N.C.Os 
and men, and as each man is entitled to two pairs of socks, ld this column we show 
-'2234." The difference then is this; the space shows the establishment of the 
personnd, horste, ^uns, etc., and the column shows the establijihment of article 
issuable in connection therewith. 

The cohimns headed "In charge" are rarely used, except for units of the Active 
Militia, but they are important, and I think I can best expmin their use by illustra- 
tion. We will stick to the homely, though necessaiy, sock. Suppose you have 
insufficient socks to completely outfit all your men in this respect, you can brat 
explain this by these columns. The establishment column is 61led in for 2234, 
but when you made your first indejit your strength Wag only 998 and was sub- 
sequently increased to L117. You drew socks lor 998 ir,en, or lti96 pairs, fill 
in the "S" column with the figures 1996 and the difference is carried to the "Now 
required" column and shows what you want to complete. The column headed 
"U" refers to what has become unserviceable and has been condemned by a 
BM.rd of Officers, The number should be filled in in this column. This is not 
important for C.E.F. units and may be disregarded as a copy of such Board is 
always sent to the Ordnance office to support the indent which will follow to 
replace, but I will continue the illustration so as to include this column. 



See Indent 



2000 
191S-I9 



Example 

The establishment of socks is, as 1 have said, S231, and you have drawn 
1996, but of this number a Board has condemned as unfit for further use, say 996, 
leaving only lOOO good. Tlie 1000 will be shown as "S" in that column, 99& as 
"TJ" in the "U" column, leaving now required the balance between 2234 and 
1000, or 1234. The latter illustration is perhaps unfortunate, as necessaries are 
not replaced free when worn out, but it will serve to show my meaning clearly. 
The column headed "R" refers to articles found requiring repair. You will not 
be affected by this at all. 

Column headed "Now required." The use of this column hag been pretty 
fully explained in the previous references, but I may point out that nothing but 
figures should be entered therein. For instance you want 10 gallons of oil or 
10 lbs. of nails. The words gallons or lbs. should not be inserteu in the required 
column but in the description of article column — like this: "Oil lubricating, G.S. 
gallons" or "^ailst wire, iron, 2}^ inch, lbs," I may add here that the fraction 
of a gallon is a pint, not a quart as in civil life. Should 50 pints be required it 
would be correctly demanded; Gals. — pints, 6 — 2. There are many such cases, 
such as gross— odd, dozens — odd, lbs. — oz., etc., numerical fractions are never 
used if it can be avoided. 

The nen two columns are rarely used, so I will not take up your time debating 
ihem. These columns should t>e left blank nevertheless. 

Three columns headed "Fw use of the C.O.C. only.*' These columns are 
very frequently encroached upon, they seem to be commonly regarded as an adjunct 
to the "Remarks" column. I beg to assure you that these are the most impcvtant 
columns of the indent and should be left severely alone. As you all know we 
frequently are unable to complete an issue of any article, partial isaqes are made, 
and these columns are provided for keeping track of such partial issues. 



lfilft-l« 
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The vacant spaces at the head of these columns are endorsed with the voucher ^ 
number and, as said, the amounts issued are recorded therein until the indent is ^sn 
fully completed. 

Column of Remarks. Aa I have prc^oualy pointed out if indenting officers 
would take the trouble, to read the directions or instructions printed on the 
forrn, these notes would be hardly necessary. It is quite possible that you do 
not know the authority on which articles are demanded, but there moisc be a 
reason for making the demand, and that reason should be stated. It may r^d 
"First issue," "To replace articles condemned by Board of Officers, vide pro- 
ceedings dated — ." "Second issue authorised by 0,C, Division," etc., etc. There 
is a reason For everything, the reason for a demand should be stated, conciwly 
hut yet so fully as to save correspondence on the subject. An indent was recdved 
here a few days ago for 170 hair brushes; no reason was given for making this 
demand, no previous supply is shown.; enquiry elicits the fact that this unit which 
is probably <rf a strength of 250 has already been issued with 248 of these articles. 
There is nothing to show whydemanded, so the indent is sent back for explanation. 
May be there is a good and valid reason for this demand, but it must be returned 
for that explanation. 

No unnecessary correspondence should be carried on on an indent; it 
necessary use a covering tetter. 

Now before leaving the subject of indents let me brieSy summarize the 
points which should be emphatiized. 

I. Submit your indent in triplicate. Keep an office copy for reference. 
The triplicate copy will be returned to you to show what is approved. Do not 
keep the top sheet, when using <^rbon paper, as an office co^jy. Keep the fourth 
copy; it won't be as distinct as the top sheet (original), but it ia more important 
chat the demand should be legible than that jour otfjce copy aliould be, 

3. Keep clothing and stores separate. The term "clothing" always includes 
necessaries. Don't, however, muc dothing and necessaries although they may be 
kept on the same sheet. The stores of one section should be on a different sheet 
of the indent to the stores of another section; further on I will explain bow to 
distinguish the sections without the aid of a vocabulary, 

3. Do not u&e unnecessarily any column of the form. Keep within the 
limits aa I have previously explamed. 

4. Indents should be signed in triplicate, that is original, duplicate, and 
triplicate copies all signed. Some units have sent jn indents signed onZy on the 
triplicate sheet. When received like this they have to be returned to the unit 
to be properly signed. 

5. Full shipping djrwtions should b* given on each indent in order to avoid 
errors- 

6. Indents should not be mutilated. Some have a habit of cutting the bottom 
of the sheet, or dipping the right lower corner of the sheet. This is wrong. The 
form should be sent in intact. 

Distinguishing the sections. It requires very little experience to easily 
acquire a knowledge of this, 

1. A m^n's per^nnal equipment, or accou:remcnts, such as belts, rifle slings, 
valise equipment. This is one section, combined with band instruments and 
bugics, or trumpets. This is Sect. 1. 

2. Camp equipment is Section 2^ This does not, however, include blankets, 

3. Signalling equipment is separate from personal equipment. Toots, 
cwdagG, and signalling and drawing storw are Section 4a, 4b, and 4c respectively, 

4. Harness, saddlery and stable necessaries, with articles Sor repair of them 
(except tools) are Section 3. 

5- Oil, laint, chemicals, and hardware including horseshoes and nails are 
section 5. 

6. AU barrack stores, including beds and bedding; textile stores which includes 
flannelette and cotton waste; also storra for musketry instruction such as 
tripods, are Section 6, 

7. Rifles and other arms are separate from Section 1, and are known as 
"Small Arm Section." 

There are 16 other sections of storra alone which are rarely indented for 
being artillery and engineer technical stores. I will not lake up your time by 
going into detail about them, but from these latter notes you will see that stores 
of a similar nature are always grouped together. 

Issue Orders. 

An issue order differs from an indent only ta not b^ng a requisitioa. It is 
an order to issue prepared by either the Principal Ordnance C^cer at Ottawa, or 
a Senior Ordnance Officer. The triplicate copy of this is sent to the officer in 
whose favour it is made, and is, to that officer, to a?) intents and purposes an 
approved indent, 



Impgrtiint* 



impoTiant, 
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69 
Issue Vouchers 

When the storM or clothing have been isBued a voucher is prepared and 
forwarded. Five copies of these vouchers are necessary, but, as the original 
and duplicate only concern you, we will only deal with them. The original copy 
is signed by the Ordnance Officer and becomra the property of the receiving officer 
and should be kept as a permanent record for future reference. The duplicate 
is not Kgned by the Ordnance OffiiXt but is stamped "Please sign and return to 
Ordnance Officer," As soon ag the stores are received and checked this copy of 
the voucher should be signed and returned. No correspondence should be carried 
on on a voucher and no alterations made on it. If throi^h aome inadvertence 
the number erf articles received does not agree with the number charged the 
voucher should not be altered but a report of the shortage should immediately 
be sent ta the Ordnance Officer, accompanied by the packmg note of the case in 
which the discrepancy occurs. This duplicate copy of the voucher accompanies 
the ledgers of the Ordnance Depot when sent up for audit. The ledgers are 
audited yearly and a very strict accounting is demanded. The return of t'-ie 
duplicate issue voucher to the Ordnance Officer should be delayed as little as 
possible. Sometimes a voucher is kept two or three months and then a dis- 
crepancy is reported in connection vrith it. This is very unfair to the Ordnance 
Omcer^ as he has by then no chance of settling the matter. 

While on the subject of discrepancies I would advise against the practice of 
allowing irrespcmsible subordinates to open packing cases and check their con- 
tents. Thjs should always be done in the presence of an officer; it is so done in 
the case of the C.O.C., all casea received being c^ned and checked in the presence 
of an officer or warrant officer. The average man has an idea that it is no faarni 
to "do" the government. Of course you know, as I know, that the government 
is never "done" in this way. A poor private of the CO.C. with a wife and family 
to support, may have to pay for the pair of boots stolen from the case by an 
unao-upulous subordinate employed in unpacking. A continual stocktaking is 
carried on in an Ordnance Depot, and even the smallest article has to be accounted 
for as fully as the largest. The correct number of boot laces must be found at 
stocktaking just as well as if they were of the value of greatcoats — every pair must 
be fully accounted for. 

The packing notes contained in the cases should be kept until there is no 
question of the correctness of the entire shipment. As previously saidj if any 
case is found short of any item the packing note should accompany the 
report. 

Another point in connection with discrepanaea, and to which very careful 
attention should be paid, fa whether a complete shipment is received fronj the 
railway comiany or other carriers. Stores should be carefully checked on 
receipt from the carriers, and if any shortage of packages exists the fact should be 
noted on both copies of shipping bill i you sign the copy kept by the company 
and insist on the representative of the company, even if it is o-iIy a teamster, 
sigtllng your copy. This forms the basis of a claim against the company, 
which claim will be put forward by the Ordnance Officer as soon as the full 
f»rticulara are furnished to him. Similariy if a case is broken open, or looks as 
if it had been tampered with, at once have a check, in the presence of the com- 
paoy's representative, of the contents and endoi% on the dipping bills as above 
explained any discrepancy you find. Cases arc very frequently found broken by 
careless handling gn the part of freight carriers. 



There are several tern;s used in connection with vouchee and indents which 
I understand are not generally understood, these are: — 



In patt. 

quoted. 



Means that this is a partial issue of the indent whose number is 



In further part. A further partial issue but still not completing the 
indent, it may l^ a second or any installment. 

In completion. Partial issues having been made, this represents the final 
installment. 

In full. The indent is completed in one single issue. 

Ail issue vouchers will contain one orother of these terms. 

An issue voucher may contain stores demanded on one or more indents. 
The indent number is always given on the issue voucher. Where only one indent 
is affected the number is quoted in the square space at the top of the iorra. 

Where more than one indent is affected the number of each indent appears on the 
line above the entry of the articles,— see sample voucher which follows. 

The terms "Normal" and "Special" either trf which appears on all issue 
vouchers'only affect the posting in ordnance ledgers, so I will not take up any 
time to explain them. 
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N.I.V. This is "not in vocabulary;" it ia somctunes variftd by the addition 
of "C" i.e., "N.I.C.V/' meaning "not in Canadian Vocabulary.'' This explains 
that the article demanded is not included in the Vocabulary, being soniethinK 
!>pccial required for a special purpose. Th^e articles are uwally purchased 
locally, and authority has to be obtained for the purchaae and tenders call^ for. 
It takes con»dcrable time usually to obtain such articles owiag to the approval 
of the War Purchasing Commission having to be obtained. 

Receipt \Otichen 

In the small space of time allowed me it would be impossible to fully explain 
ordnance requiremente in a receipt vouchfT. These are required In triplicate by 
an Ordnance depot. The duplicate copy is returned to you receipted when 
no discrepancy is found to exist. Different oectlons should be ob separate sheets 
as per instructions on the form. The difificulty in respect to receipt vouchers is 
overcame by the use of certificate receipt vouchers which are prepared by the 
group foremen of the depot. One copy is always sent to the unit to suppcHt 
their records- 

Every shipment should be covered with a statement showing who from, and 
what is being shipped. 

It may seem strange to yoa that we insist tiiAt only one section should 
appear on one sheet of an indent or voudier and yet you probably have examples 
where this practice is not followed by us. This looks like not practising what 
you prtach. Yet it is very easy of explanation. An Ordnance depot, as pre- 
viously stated, is divided into four or more "ctouds"' — this Depot has five — and 
eadi group contains a number of sections. Each of these groups has its own 
separate ledger, and a foreman may include in one sheet of a voucher two or more 
sections which may be included in the indent. This practice is not often followed 
unless the total number of items is very small. It cannot be done at all in dealine 
with another ordnance depot, as no two depots are gtoupej aljCce, the system o? 
grouping depending on local conditions. 

It may perhaps interest you to hear how the different sections are grouped 
at this depot. 

Group "A" consists erf Sections 1 and 3 — practically all leather articles. 

Group *'B.' consistti of Sections 2 and 6, camp and barrack equipment. 
As the foreman in charge has had a course of instruction in magazines he also 
has all explosives under hts charge. These- are Sections 22 to 27, 

Group "C" consists of Sections 4 and 5 and the artillery Sections 14 to 13. 

Group "D" is clothing. 

Group "E" is small arms and Sections 19 and 20, targets and wagons and 
their various components. 

The group letter always appears on vouchers, packing cas^, packing notes, 
etc., in front of or over the number. Each group has its individual series of 
numbers of these, but not of indents. As previously stated indents are split up 
and di^ributed to the various foremen concerned and do not receive any other 
number than that which appears on the triplicate copy which la rcturnwi to you. 

In conclusion I would ask you not to think that because you do not receive 
the articles you have demanded the day after you demanded them that the 
ordnance has fallen down on its job, as a good many people seem to think. Do 
not expect to receive articles due you any sooner than you receive the triplicate 
copy of the indent. Remember that freight trains are slower than mail trams. 
Of^ course the majority of my hearers are stationed on the grounds, and through 
frequent visits to the Depot the quwlermastcrs know pretty well how we are 
situated. We work under great diaiculty, with an immense stock and a remark- 
ably small staff considering the amount of work dcme. Remember yours was 
not the only tudeac received that day, and alao that the other fellow was equally 
as insistent as you are that his wants are most urgent. Caaea are known where 
a telegram has been received asking why articles demanded have not been 
received; a long search has revealed that no indent has been received and then 
the next mail has brought the indent aking. This is extremely unreasonable, 
and fortunately does not happen very frequently. 
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SPECIMEN 



INDENT 



FOR 0RD:NANCE STORES AND AMMUNITION,* 
" CLOTHING AND NECESSARIES, 

ALL SERVICES. 



Space for S.O. Officer's 
iHiie — Order Nu»b«r 

T-1234 



1&-10 



Rbquibzd for the U99ih Battalion, C.E.F., under my coianmnd the undermentioned article?- 

fio.taMcOt H4FK0. GaoM, Sets of Hamcsi or Scdi^leiv. 3a:.. 
Bccordlog to natiue of Indent to be here inserted. 



No. 
Sec Columa 



No, 



of Remarks. 



Date let January, 1916. 
Station, Exhibition Camp, Turontg. 



N.B. — Axtides repairable by the rcgimeatal artificers are to be included as serviceable (S); and such 
oniy as are beyoad repair by these artificers are to be shown aa repairable (R) . 

A sci^rate sheet is to be used for each section of th« Vocabulary, 



DESCRIPTION OF 








YKAMS IttK 


For 


LJSB BT 


CO-C. 


REMARKS 


AUTICLES 


c 


IN 
CHA.RQE 


i 


AkXiCLES 




OWLY 






To be ainnced atfAa- 












deuukoiled to be suiud. Th« 




:S 




f 


arc 


tube 


D 


D 


1> 




witb autborlxed nomet). 








establishment or tht Author- 


dature, the tectiotu being 


1 








^ 


suppo- 


pl««d 


134 


2» 


509 


it}' nada WitJcb tbe r«quifi- 


kept distlDct froia eacli 


B. 


l>- 


u. 


■ed to 


have 








tloQ is made la luvariablx lo 


otiKi. 


bl 








z 


iMt. 


lanted. 


J-Hi 


I»-M« 


17-1-16 


be quoted. 


Section No. 
























Clothing Div. "D" 






















First issue 


Badges Ann; — 


























a 




■• 


" 


a 


11 




■■ 


8 


•• 


lRegt.S.M. 
1 ^ QMS. 




la 


, , 




, , 


li 


, , 


, ^ 


10 


4 


4 


4 Coy S.M'S'. 




y 


, . 




, , 


s 


11 


^ , 




9 




4 " Q'M'S. 


Flags croBBed, drab . 
Hammer and Pinccra, 


17 


, , 






17 










17 


1 Sgt. Drummer. 
1 ^ Pioneer. 
























fi 


. . 






5 


II 




5 






1 * Armourer. 


Hatchets crossed, 






















1 * Signaller. 

42 other Seiwants. 

1 Signaller Corporal 

43 other Corporals. 


drab ...,,. 


11 


, . 




, , 


U 


(1 


. J 


11 


_ ^ 


, _ 
























Geneva Cross, drab . 


4 






, , 


4 




, , 


4 


, , 


. , 
























10 Pioneers. 




2 








2 


•• 




•• 


3 


■■ 


J & Signallers. 


Chrevans: — 


























4 




, , 


4 


% 






4 


, 


4 Anr.ourers. 




lOfi 




^ 


.,108 






50 


25 


33 


8 Buglers. 
























8 Drummers, 


2 *• " 


«e 


■■ 






8ft 






40 


40 


6 




4 bar for service 


orderlies. 


shirts 


2 






•■ 


2 








.. 


2 




3 bar for aervice shirts 


Dl 








54 






54 








2 bar for aervice shirts 


id 




-.1 


43 






43 









IINote:^ — ^These badges are not worn on Greatcoats. 
%Iocluding the R.S.M, if not a Warrant officer. 

I certify that the stores detailed above are demanded in accordance with the regulations quoted. 



Approved (Sgd.) A. de L. Panet. 

Senior Ordnance OfHcer 2nd Division. 

Si,B.-~T!iis lodenc fliiauld be rendered to triplicate t« tbe S.O. OfScei. 

^Stores and Aaunuaition to be separately indented few from the 
ladcnU for clctblng and DCCCMariea. 

tUcre Inmt uuae of Retiment, Squadron, Battery, Corooany, See, 
PI itac CUM mar be. 

M.r,C. 573, 



Signed H. J. l>oe, LEeut,-Col. 
Commanding 199th BattaJion, CE.F. 
Station, Ex. Camp, Torgnto. 

Date 1-1-16. 
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SPECIMEN. 



INDENT 



FOR ORDNANCE STORES AND AMMUNITION,* 
" CLOTHING AND NECESSARIES, 

ALL SERVICES. 



Space for S.O. Officer"! 
iMiie — Order Number 

T 



15-16 



REQuiRfiD for the tl99th Batt'n. C.E.F., under my command the undermentiDiied articles; — 



No- Qt Men, Horner, Guot, 5tta o/ Hameu or Sa^Slaj, &&., vxoiding to 
- - tHi. 



naCtire oi Indent to be here fnserte 



No. 



1117 N.C.Os. and 



No. 



Date— 1st January 1916. 

Statwn— Exhibition Camp, Toronto^ 



N.B. — Articles repairable by the regimental artificers are to be included as serviceable (S); and sucli 
only as are beyond repair by these artificers are to be shown as repairable (R). 
A separate sheet is to be used for each section of the Vocabulary. 



DESCRIPTION OF 
ARTICLES 

To be anuixed tlpha- 
b^ticaUy, In uconfanM 
with authorlied nomcn- 
clKtuie. the uctlQni being 
l»pt diatlnct from each 
other. 



IN 
CHARGE 



S. R. 



Ybaks thb 
ARTIt;LKa 



Hie 



to be 
a la«t- , lasted. 



POS USB BY 


C.O.C. 


0M1.V 


D 






334 






U-l-U 


338 







REMARKS 

The reuon -why Aitida are 
demauded to be stated. TJic 
rectilatJ»iH aucbor^suw th« 
atabliabment or the Author- 
ity under which the rmuisl- 
tion t> nLftde ia invariably to 
be quoted. 



Section No. | 

Clothing Div, "C" , 
Socks prs 2234 



]g»€ 



■238 



To complete increased 
establishment. 

Former establish lacnt 
90S. 



I certify that the stores detailed above are demanded in accordance with the regulatimis quoted. 
Approved— (Sgd.) A. DE L. PANET Signed— JOHN K. DOE, Lt.-Col. 

Senior Ordnance Officer— 2nd Division Commanding— 199th Batt'n,, C-E.F. 

N.B.— Thii Indent •hould bereftderMi in triirficatc to Station — Ex. Camp, 
the S.O. Officer. 

•Storct Slid Ammunftion to be «ep«rately Indented for r» * i i i a 

trom the indcnU **r clothing md ncccuuics. uate — l-i-lO 

tHcrc insert name of ReiiiaeRt. Squidron, Qattery, 
Coinpaar, ficc, u the caK uay be. 

M,F,C. 573. 



73 



SPECIMEN. 



INDENT 



FOR ORDNAN'OE STORES AND AMMUNITION.* 
" CLOTHING AND NECESSARIES, 
ALL SERVICES. 



Spftce for S.O. O&ttT't 
Issue — Order Number 

t 



2000 
16-16 



Required for the t76th Batt'n. CE.F-, under my command the undennentioned articles?- 



K«, of Men. H(ine«. Ouna, Sets Qt Harness or Saddlery, &c., accardf be to 
nature of lodcnt to be hen inserted- 



No. 



IU7 N.C.Os- and Men. 



No. 



Date— 1st January, 1916. 



Statiaa — Barrie, Ont, 



N.B. — Articles rejwirable by the regimental artificers are to be included as serviceable (S) : and such 
only as are beyond repair by these artificers are to be shown as repairable (R). 
A separate sheet ik to be used for each section of the Vocabulary. 



DtSCRIPTION OF 
ARTICLES 


1 

[4 


IN 
CHARGE 


o 

•z 


Vraks thx 
AaxiClFS 


Foti usi ar C.O.C. 


REMARKS 






are 
■uppo- 
9<xl to 


CD be 
re- 
placed 

hare 
^ted. 








demanded to be stated. The 


ixticaUy, ia acccf dance 
with authoibed nomea- 
dature, the sections beinz 
kept dtatlDct from each 
otfiei- 


S, 


R. 


u. 


resulatioos RUtb«izinf the 
esUbliehmeut or tbe Aatbor- 
ity undei wblch the nquisi- 
tiou ia made b iavariabl]' to 
be4ii9tcd. 


Section No. 
Clothing Div. "C" 


2234 


1000 




996 


1234 












To complete establish- 
ment. Old CBtabU&h- 
meiit998N.C.O.*band 
men. 





I Certify that the stores detailed above are deinandc<3 in accordance with the regulations quoted- 

Approved (Sgd.) A. DE L. PANET . Signed Lieut.-Col. 

Senior Ordnance OfTicer 2nd Division Comnjaoding 76th, Battalion CE.F. 

N.B.— This Indent shotild bt rtudcred in triplicate to Station, Barrie, Ont. 
the S.O. OffiCtt. 

•Stores and AmtautuUan to be wparately Indented for _ , i , « 

froca the IndenU fpr clothing and newmriA- UatC — 1-1-10. 

fHetc Inaeit name of negimeat. Squadron, Battccy 
CotacAajr, Sec. i£ the case mxy be. 

M.F.C. S73. 
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SPECIMEN. 



INDENT 



FOR ORDNANCE STORES AND AMMUNITION,' 
CLOTHING AND NECESSARIES, 
ALL SERVICES. 



Sptia for S,0, OfBcei'i 
Imuc — Older Nomtwi 



Required for the t ■ under my command the undermentioned art'dcs; — 

No.of Mcd, HofiH, GuiUtS«U of Huqcm or 9addl«r, Stc, accoiditiE tc 
nature of Indent to be here Inseitedc 



No. 



No. 



Date. 



Station, 



N.B. — Articles repairable by the regimental artificers are to be included ae serviceable (S); and 
such only as are beyond repair by these artificers are to be shown oa repairable (R). 

A separate sheet is to be used for each section of the Vocabulary. 



DESCRIPTION OF 
ARTICLES 

To be guTuiged al^a- 
beticslly. ia Etcc(»datta 
wjth autJiQified nomcD* 
eluture, the sections being 
kept dUtiact from cacb 
atber. 



IR 

CHARGE 



S. 



R. 



U. 



Vbaks tbb 
Akticucs 



are 

BUPPO- 

Kd to 
lut. 



tobft 

re- 
plactd 
h&ve 
hated. 



Fowl. USB bt CO.C 

ONLY 



REMARKS 

The t«aaoa vby artfctea are 
demanded to be sUted. The 
reauUUonB aucborainE the 
^C^blisbmeat or tlie AuUioi^ 
Ity under wUch ttK nqia«I> 
tlon ig made it Invariably to 
be quoted. 



Section No, 4a 
Savre, Crosscut 



Example of Faulty Nomenclature. 

ThinlciDg the articles named ld the Vocabulary as "Sairs crosscut, blades five ft." were required 
these vers issued. (See page 7S priced vocabulary.] 

They vere returned as not having been demanded. What was actually required were "5a«'s, 
hand, 26." 



I certify that the stores detailed above atre demanded in accordance with the regulations quoted. 

Approved Sgned 

Senior Ordnance Officer.. .,,.,...., Commanding , . , , 

K.B.-^ThIi Indent thoold b« reodcnd in. triplicate ta the Station 
S.O. Oecei. .,..-,., 

*Suvei and Ammnnltloa to bt tcpantelv ladented for 
[fom the indents for dothing and neccssailct. Uatei . ....,.,.....■■.... ■ , . , , 

fHne insert asmc of RccimGnt, Squadron, Bftttcfy. 
Company, Sx.. u the cak otay be. 

H.F.C. 973. 
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INDENT 



SPECIMEN 

['FOR ORDNANCE STORES AND AMMUNITION,* 
" CLOTHING AND NECESSARIES, 

ALL SERVICES 



space for S.O. Officer's 
iKue — Orter Number 

T-ISS4 



16-16 



Rbquiiled for the t ,.,... .uader my commaad the undermentioned articles; — 



NaofMen, Hotsci, CiiiM,Set#cf Uaiaat or Saddlery, See,, accoidlag to 
nature of Indent to be here Imcttcd. 



No, 



No. 



Date. . - 
Station. 



N.B. — Articles repairable by the regimental artificers are to be included as servic«ibie (S); and such 
only as are beyond repair by these artificers are to be shown as repairable (K). 



A separate sheet 


19 


to be used for each section of the Vocabulary. 




DESCRIPTION OF 
ARTICLES 


J 

B 

V 

B 
1 

1 


m 

CHARGE 


1 

* 
o 
2 


Ybaks tss 

axticlss 


FOK USE 2Y CO.C. 
OHt-T 


REMARKS 


To be ai-rtmsed alpiu- 
betickllrt in secordance 


arc 

suppo- 
sed to 
lost. 


t6be 
re- 
placed 

have 
luted. 








dbaauded to be stated. Tbe 
recuUtioM autborizing tbe 


wltb muthorUed nomen- 
d&tdxe, the sectioiw bdcs 
kept dlatinct (rom eac^ 
oUier. 


S. 


R- 


U. 


eitabliabmeBt (h* tte Autbor^ 
Ity under which Che requisi- 
tion fa made i> invariabiy ta 
be quoted. 


Section No* 

Clothing Div. B 

Boots, z-nkle prs. 
Caps, forage drab 
GrcatcoatB 

Jackets, serge drab wit 
Trousers, aerge 
Trousers, senfice 
Shirts, service 
Waistcoats, Cardigan 
Puttees, pairs, dia^b 


hS 


.5. 








Size 

14 
■ 1 
(1 


6 

GH 

4 

5 ft. 7 

5" " 

5 " " 

15 


&8in. 

11 


30 bre 


a&t34 

40 
40 


waist 
■1 

11 

To replace aniclw lost 
by desertion 
2D34-7-32 
17-12-15 



Note. — Incorrectly made out. Columns reserved for C.O.C. only are encroached upon. 



I certify that the stores detailed above arc demanded in accordance with the regulations quoted. 

Approved ,, Signed... ..,.,.,■. .-. ,,,.,.,.; 

Senior Ordnance Officer CommandinR i 

N.B.— This Indent Bhould be rendered in trirficate to the Station ... ... . : . . , 

S.O. Officer. 

'StMes and AtamunCtion to be acparatelr fndcnted for _^ 
froni iOB Indents for clothing and nccetwriea. Date. 

tHcre ir.8crt name of Regiment, Squadrea, Battery, 
Commoy, &C., as the case taay be. 

M.F.C. 573. 
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SPECIMEN 
DUPLICATE 



Number of eheets in this voucher, One (sec foot notej). 



I Issue voucher No. D-124 
5 Account — Station 
§Period— 1915-16 



T-1234 
15-16 



The Above space is 

reserved for the 
C.O.C. ubft only" 



•Receipt Voucher N^. 

♦Account 

♦Period 



Date— 3rd January 1916 



Station — ^Toronto . 
Issued by^ — Ordnance Officer, Toronto, 
to O-C. 199th Battalion C.E-F. at Ex. Camp, Toronto. 

the undermentioned articles. Authority for returning the storca to CO. Corpst , ■ , 
Date and mode of conveyance 3-1-16, Regimental transport 



5Ledj;er 

Folio 

Issues 



•Ledger 

Folio 
Receipts 



ARTICLES 



SPECIAL 

^Section No. 
Clothing Division "D" 

Badges, Arm, 

Crowns drab. 

Hammer & Pincers drab. 

Hatchets crossed drab. 

Geneva Cross drab- 
Chevrons:. 

3 bar drab 

2 bar drab 

3 bar for Mrvice shirts 
2 bar for cervice shirts. 



Please sign this Receipt Voircher and return 
to Ordnance Officer, Old Fort, Toronto 



Total 
number or 
quantity!! 



In 



Part 



10 
5 

11 
4 



5(] 
40 
64 
43 



R. 



u. 



D. 



Immediately on receipt of clothing or stores, check ahould be made and the duplicate copy of thin 
Voucher receipted and returned to the ofHcer making the issue. 

*N.B. — The receiving Officer will complete thi* document by filling in these particulars on both 
copies of the voucher, 

5N.B. — The Issuing Officer will complete this document by filling in these particulars on both 
copies of the voucher. 

tWhen returning articles to the Canadian Ordnance Corps a separate sheet vrill be used for each 
different Vocabulary Section, and each sheet will bear the Regimental or Corps ofScc stamp, the last 
sheet only being signed by the Issuing Officer. 

j'This column will be used only by O.C. Units, etc., when handing Stores back to C.O.C. charge. 

•*For insertion of station indent or issue order, number and date. 

f |Far use of Canadian Ordnance Corps only. When issuing Stores to Ordnance Depots, separate 
sheets will 1m used for separate sections. 

M.F.C. 674. 
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SPECIMEN 
DUPLICATE 



Kumber al sheets in this voucher, One (see foot notej). 



flseue voucher No, D-234 
lAwoont — Station 
5 Period— 1916-16 



The above space is 

reserved for the 
CO.C, use only** 



•Receipt Voucher Ko- 

*AccQunt , 

♦Period 



Date— 10th January, 1916 



Station — ^Toronto ■ 
Issued by — Ordnance Officer, Toronto 
toO.C. 199tli Battalion, C.E,F., at Ex. Camp, Toronto 

til? undermentioned articles. Authority for returning the stores to CO. Corps}:. 
Date and mode of conveyance 20- 1-16 Regimental transport 



I Ledger 

Folio 
Issues 



^Ledger 

Folio 

Receipts 



ARTICLES 



Total 
number or 
qvantityll 



S. 



R. 



U. 



D. 



SPECIAL 

JSection No. 

Clothiag Division "D" 

Indent T-1 234— 1915-16 
BadKs, Arm, — 
Bugles drab 
Cro#ns drab 
Drums drab 
Stars drab 

Chevrons: — 

4 bar drab 
3 bar drab 

2 l»r drab 

3 lar for service shirts 
2 tor for service «hirt8 

Indent T-2016— 1915-16 
Division "C" 
Socka prs 



Please sign this Receipt Voucher and return 
to Ordnance Officer, Old Fort, Toronto 



In furth 



4 
25 
40 
54 
43 

In full 
E.H. 



cr part 



Immediately on receipt of clothing or stores, check should be made and the duplicate copy of this 
Voucher receipted and returned to the officer making; the issue. 

*M.B. — The receiving Officer will complete this document by filling in these particulara on both 
copies of the voucher. 

(N,B. — ^The Issuing Officer will complete this document by filling in these particuIarB on both copies 
of the voucher. 

JWhcn returning articles to the Canadian Ordnance Corps a Beparate sheet will be used for each 
different Vocabulary Section, and each sheet will bear the Regimental or Corps ofGce stamp, the last 
sheet only being signed by the Issuing Officer. 

QThis col-jmn will be used only by O.C. Units, etc., when handing Stores back to CO.C. charge. 

**Far insertion of station indent or issue order, number and date. 

IJFor use of Canadian Ordnance Corps only. When issuing Stores to Ordnance Depots, separate 
sheets will be used for sefsrate sections. 

M.F.C. 574. 
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SPECIMEN 



DUPLICATE 



Number of sheets in this voucher, One (sec foot notcj). 
T-1234 



jJssue voucher No. — ^D-500 
5Accouat — Station 
fPeriod— 1916-16 



5-16 

The above space is 

feservtd for the 
C.O.C. use only** 



•Receipt Voucher No. 

•Account 

•Period ..,,,,.. 



Oate— 17t& Januarj', 1916. 



Station — ^Toronto 

Issued by Ordnance Officer, Toronto 

to O.C., 199th Battalion CE-F. at Ex. Camp, Toronto, 

the undcnncntioned articles. Authority for retucaing the stores to CO. CorpsJ , . , 

Date and mode of conveyance— 17-1 -16, Regimental transport. 



§ Ledger 

Folio 
Issues 


*Ledger 

FoHo 

Receipts 


ARTICLES 


Total 
number or 
quantityl 


S. 

58 


R. 

n 


U. 
§1 


D. 






SPECIAL 
JScction No. 

Clothing DiviBion "D" 

Badges, Arm:— 
Crowns drab 
Flags crossed drab 




In com 

4 
17 


pleti 


on. 








Chevrons:^ 

3 bar drab 
2 bar drab 

4 bar for serricc shirts 




33 

6 
2 












Please sign this Receipt Voucher and return 
to Ordnance Officer, Old Fort, Toronto. 




E.H. 









Immediately on receipt of clothing or storea, check ^ould be made and the duplicate copy of this 
Voucher receipted and returned to the of&cer making the asixt. 

*N.B. — ^The receiving Officer will complete this document by filling in these particulars on both 
coiHcs of the vouciier. 

§N.B. — ^The Issuing Officer will complete this document by filling in these particulars on both copies 
of the voucher. 

{When returning articles to the Canadian Ordaaace Corps a separate sheet will be used for each 
different Vocabulary Sectiout and each sheet will l^aar the Regimental or Corps office stamp, the last 
sheet oidy being signed by the Issuing Officer. 

KThis column will be used only by O-C. Units, etc., when handing Stores back to C.O.C. charge. 

**For insertion of sU.tion indent or issue order, number and date. 

S|For use of Canadian Ordnance Corps only. When issuing Stores to Ordnance Depots, separate 
sheets will be used for separate sections. 



MF-C. 574. 
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ORGANIZATION AND ADMINISTRATION C.E.F. UNITS 



APPENDIX Xlfl 
COURTS OF INQUIRY TO DETERMINE ILLEGAL ABSENCE. 

The following points art to be noted: 

1. Courts of Inquiry in cases of illegal absence Are governed by Anny Act, 
Section 72 (Manual <^ Miliury Law, page 452), and Rule of Procedure 125 
(Manual of Milit^ Law, page 639). 

2. These Courts of Inquiry are convened; 

(a) To determine the fact of absence. 

(b) To note deficiencies of kit. 

It is not within the province oi the Conrt to declare the absentee to be a 
deserter. If he is absent far 21 dear days (exclusive of first day of absence and 
day of proceedings) he is presumed Co be a deserter (A.A Sec/72}. Should he 
subsequently return w be apprehended^ he would be tried by Court Martial and 
the proceedings of the Court of Inquiry in the case would be available as evidence. 

3. Evidence is to be taken under oath (A.A. Sec. 72) and signed by each 
witncs$. 

4. The form of declaration prescribed by Rule of Procedure 125 is to be 
followed exactly. No other finding; or recommendation is necessary. 

5. Prpceedings should disclose direct evidence of absence for 21 days. In 
ordinary cases the form given in this appendix will be sufficient. As, however, 
the essence oi desertion is "intent," any facta tending to establish intention to 
desert — as for example if the absentee discarded his uniform and frent away in 
plain clothes — would t>e properly included. 

6. Proceedings must be forwarded in duplicate to Divisional Headquarters 
accompanied by the following infonnation: 

1. Regimental number. 

2. Rank. 

3. Kaa:ie. 

4. Umt. 

5. Place of enlistment. 

6. Date of enlistment. 

7. Where quartered when reported illegally absent, 
S. Name and address of next-of-kin. 

7. After proceedings have bfton approved, the absentee vfill be struck off in 
Camp orders or divisional orders, also Fart 31 Daily Orders of Unit, and instruc- 
tions sent to the Officer Commanding the unit as to putting forward hia indent 
fw deficient articles. 
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SPECIMEN 

PROCEEDINGS (rf a *Court of Enquiry, assembled at Toronto, Ont.,OQ the 
18th July, 1916, by order of Lieut. Colonel j, B. Blankenahire for the purpose of 
inquiring into and reporting upon the ille^l absence of No. 412367, Private 
G. White, "C" Co'y, l^tH OS, Battalion, C.E.F. 

PRESIDENT 
Captain T, Blank, 399th Battn., C.E.F. 

MEMBERS 

Captain C. Green, 199th Battn., C.E.F. 
Lieut. P. Brown» 189th Battn., C.E.F, 



• N.B,— Thi* 
Pona bdns tip- 
pUcable to mar 
Bomr4 oj 
Q&etn or 
CDmulttrv or 
Coiu-t WE Ifl- 
quiry, tbla 
bUok to b« 
filled In accord- 
ingly. 

TtM risna* 
tiue or rach 
Officer com' 

Board, (fee. 
sbould be 
attached to thv 
end of tbe prO" 
cccdtnsB. 



The Court, having assembled pursuant to order, proceed to take cvidencet 

No, 41200, Sergt. W, Smith, "C" Company, l99th Overseas Battalion, m Witn«». 
C.E.F., being duly sworn, gives evidence as follows,- — 

*'I wss Company Orderly Serjeant on the 25th June. I called the roll at 
tattoo on that day, and No. 412367, Pte. G. Wliitc, failed to ans*cr his 
name, and I reported him absent." 



, (Witness). 



"So. 412236, Set-gt. John Doe, "C" Co'y, 198th O.S. Battalion. CX.F., being tod Witnm. 
duly Bworn gives evidence as follawsv— 

"I was Company Orderly Sergeant (or Corporal as the case may be), on the 
Iflth July, at tattoo on that day. and No, 412367, Pte, G, White, failed 
to answer hia name, and I reported him abKnt." 



. (Witness). 



No. 412226, Company Quartermaster Sergeant T. Murphy, "C" Company, 3^ Wiu««. 
Id^b OverseaB Battalion, C.K.F., being duly sworn, gives evidence aa follows; 

"I was ordered on the 26th day of June, 1916, to take over the kit of No. 
412367, Pte. G. White, "C" Company, 199th Battalion, C.E.F., and to take 
an Inventory of the same, which I did. The folloving articles which had 
been Issued to him were found mlssiag and have not »ince been recovered. 

No, ARTICLES Price. 

1 Caps, forage, serge, drab ,.,.....,..$ 1 ,32 

1 Waistcoats, Cardigan 1 - 1& 

1 Shirts, service, ■ 1.21 

1 Boots, ankle, prS ,. 4.05 

2 Shirts, flannel, grey- , - . , 2 .90 

1 Razor with case... , 40 

$1L03 

(Witness.) 

Co'y Quartermaaer Sergeant. 

Captain "X," Commanding "C" Company, 199th Overseas Battalion, C.E.F., «th WtB«»; 
being duly sworn gives evidence as follows; — 

"t^o. 4J2387, Pte, G. White, was a member of my Company, having been 
duty attested on the 4th March, 1915. Ke waa reported to me by the 
Company Orderly Sergeant ag absent at tattoo, roll call (or as the case 
may be), on the 2&th June, 1916, and has been contirmously reported 
absent since that date. The rolls have been called regularly, and he is 
^iil reported absent. I instructed the Company Quartermaater Sei-geant 
to take over his kit, and take an inventory of the same on the 26th June, 
1916. His Idt was reported deficient as stated in the evidence of Company 
Quartermaster Sergeant T. Murphy, on the 26th June, 1916. 

(Witness). 

Comdg. "C" Co'y, 

Captain "Y," Paymaster I99th O.S. Battalion, C.E.F., be;ag duly sworn pvM stb wftn«o^ 
evidence as follows: — 

"On the 26th June, the pay account of Pte. G. White stood as follows: — 
Statement. 



M.F.B. 303. 



Captain, 
Paymaster 199lh O.S. Battn. C.E.F. 
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SPECIMEN 



DECLARATION 



l>edaratieiit 



Of Court of Inquiry, held under Section 72, Army Act, for the purpose of determining the illegal 
absence and deficiencies of kit {H any) of No. 412367, Pte. G. White, of ''C" Company, 199th Overseas 
Battiilion, CE,F. 



The Court having heard the evidence declare that No. 4123G7, Private G. White, of "C" Co'y, 
199th Overseas Battalion^ C.E.F., is illegally absent since the 25th June, 1916, and may therefore be 
proceeded against as a deserter; and that he is also deficieat of the following articles of the arms, ammu- 
nition, equipmentSf instruments, regimental necessaries and clothing, which it was his duty to have, 



VIZ.?- 



ARTICLES 



Value 


1 


$1.32 


1 


1.15 


1 


1.21 


1 


4.05 


2 


2.90 


1 


40 


11 1 , 03 







ARTICLES 



Value 



Caps, forage, scree, drab 
Waistcoats, Caroigan.. . 

Shirts, service. , , 

Boots, ankle, prs 

Shirts, flannel, grey. 

Razor, with case 



Signed at Toronto this 18th day of July, 1916. 



Captain, 
199th O.S. Battn. C.E.F- 



■ ) President 



Captun, 
199th O.S. Battn. C.E.F. 



Lieut, 
IBBth O.S. Battn. C.E.F. 



Members 



M.F.B. 259. 
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SPECIMEN 

PROCEEDINGS OF A Board of Officers assembled at Toronto, Ontario, 
on the 25th January, 1916, by order of Lt.-Col. J. B. Blaak Commanding 250th 
O.S. Battalion C.E.F. for the purpose of investigating and rcportini upon isatl& 
of clothing to men diacha:^ed and transferred from the 250th Battalion. 

PRESIDENT. 
Capt. C. H. Bfown, 250th 0.S, Battn., C.E.F. 

MEMBERS. 
Capt. A. B. Jones, 250th O.S. Battn., C.E.F. 
Lieut. R. H. Robinsoop 250th O.S. Batta., C.E.F. 



The Board having assembled pursuant to order, proceed to investi^tc the 
matters referred to them 4nd, upon eKanunation of the Battalion records, £nd as 
follows: — 

1. The under-roentioned men were duly discharged in Camp Orders oa the 
dates set opposite their respective names- 

(Here insert list) 

2. Each of the men in the above list received an issue of clothing and neces- 
saries according to the attached schedule marked *'A" which is hereby made a 
part of these proceedings. 

3. The under-mentioned men were duly transferred to other Uiuts in Camp 
Orders, on the dates Mt apposite their respective namea. 

(Here insert list) 

4. Each of the men in the above list received an iHue of clothing and 
necessaries according to the aforesaid schedule "A." 

5. On discharge or transfer, the men in qu^tion took away alt of the said 
clothing and necessaries with the exception of the undermentioned articles which 
were returned to Battalion Quartermaster's Stores. 

(Here insert list of articles returned) 

6. The articles in the above list, left behind by men discharged or transferred, 
having: been carefully examined by the Board, are found to be un&t for i^ue to 
new recruits. 

7. The articles of clothing and necessaries not included in the above list and 
taken away by men discharged of transferred, are found to have been properly 
taken away, 

in view of the above finding, the B4ard recomiaead that the under-mentioned 
list of articles, having been either properly taken away by discharged or transf^red 
men, or returned to Battalion Quartermaster's Stores and found to be unfit for 
re^issue, be struck off charge <A the 250th Battalion and replaced at public expense, 

(Here insert complete list of articles to be replaced). 



Signed at Toronto this 25th January, 1916. 

C. H. Brown, Capt., 25ath O.S. Battn. C.E.F., President. 

A. B.JoHBS, Capt., 250th 0,S. Battn. C.E.F. \ «. t. 
R. H, RoBmsoN, Lieut., 250th O.S. Battn. C.E.F./ "««»»«8. 



N.B.-This form 
to b« Beneially 
followed, but 
varied to miic 
the iveclK dr- 
cumtrUtncca of 
uch a». Tbe 

i^uld alwmya 
include apeclfic 
findings and A 
4tfialte recoid- 
DientJatloa. 
The recommen- 
dation «t)Ould 
always ladude 
a lift (Ivins tbe 
total nuiQbcT of 
arttctcB Co be 
tepkaced. 



M.F.B. 303. 
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APPENDIX XIV. 
COURTS MARTIAL. 

(FapQ- r^id at a Conference of Officers in 2nd DWialon, on Dec. 31st, 1915.) 

Ccmrts Martial Procedure forms such a large part of the Manual of Military 
Law that it is, of courBe> quite tmpossibie ior me to even cover the various rules 
sad regulations laid down in tbat Book for Instruction of Comn^nding Offic^ 
Presidents and Members of Courts Martial. Headquarters, Ottawa, hold 
the G.O.C. the Diviaon responaible that Court Martial Documenta be drawn up, 
if not to the absolute letter laid down in the Manual of Military Law, yet they 
expect the prescribed form to be generally followed, as if not. "The Proceedings 
are null and void." Literally, when auch is the case this entitles the accused to 
a cancellation of ihe sentence awarded, release from Custody, or a fresh trial. 
The fact that great care must be taken is, therefore, appu^nc. 

nciads at There are three leinds of court -n^artia] before which a peraoo can be brought, 

Couito MwtlaL -VIZ.. — 

1. The Regimental Court Martial, 

2. The Dietrict Court ManiaJ, 

3. The General Court Martial. 

Then^there is a Court Martial of an exceptional kind, termed a Field General 
Court Martial, which can only be convened under very special circumscances 
when troops are in the field on active service Csee paras. 24 and 25, page 39, 
Manual of^ Military Law, 1914), 

R^iiD«ntBi Regimental Courts Martial have Kldom been hdd In this Division. It 

Caittta Mitftl*l appears to have been the custom for C.Os, when dealing with cases which they 
cannot dispose of summarily or if this is possible, and they wish to make an 
example, to apply for a District Court Martial. As the powers of a Regimental 
Court Martial permit of a punishment up to 42 days detention, and although 
cannot sentence a soldier to be discharged with tguominy, nor try an offio^. or a 
Warrant off.cer (see para. 2, page 35, Manual of Military Law, 1914) yet for 
instance in the case oi^ simple (uiiokenness, orabsence without leave, when a CO, 
wishes to make an example aQd not dispose of case summarily, a RegimeiitsJ 
Court Martial would appear to be the best form oi Court Martiah The Order 
ffw the convening and selection of this Court can be issued by the Commanding 
Officer without refereace to higher authority (see para- 17, P*^ ^^' Manual trf 
Military Law, 1914). The form of Order ior the assembly of a Regimental Court 
Martial ja shown on page 678, Manual of Military Law, 1914. The Finding and 
Sentence of a Regimental Court Martial are confirmed by the convening omcer, 
i.e., the Commanding OfUcer (sec para, 90, page 52, Manual of Military Law, 
1914). 

The form of application for a Regimcnul Coyrt Martial (M.F.B. 331) 
Charge Sheets, Summary of Evidence, Regimental and Company Conduct 
Sheets, lists of witnesses for prosecution and d^ence, and statement of particulars 
of Service of Accused (M.F.B. 36fi) as called for on M.F.B, 821, are as laid down 
for a District Court Martaal (except that they are not forwarded to the A.A.G. 
the Division), the procedure for the totter I will endeavour to explain in a few 
minute. 

The Proceedings of aRegimental Court Martial are made out on M.F.B, 271, 
a supply of which can be obtained from the Divisional 0£ce. 

After promulgstioR of sentence the Proceedings of a Regimental Court 
Martial arc forwarded to the A.A.G., 2nd Division, 

^^ District Courts Martial can award punishment up to two years imprisonment, 

CoSTMaitiaL ^"* Cannot sentence a warrant office to anjr punishments except fcfffeitures, etc, 

and either in addition to, or instead of forfeiture etc., dismissal, or such redu<^ion 

as is mentioned in Sec. 182 of the Army Act, and cannot try an Officer (para, 3, 

page 35, M.M.L. I9U). 

Gtnena A General Court Manlal alone can award the punishments of penal servitude 

Courts Uaitiai. and death and can try an officer. 

AppUcstioD. Now, Gentlemen, application* for District Courts Martial are becoming 

fairly num^vus in the Divisional Oihce. This is not because of lax discipHne t>r 
inoeaung bad condua on the part of N.C.Os and men, but is owing to the large 
number of Units now being mobilized in the Division. 

Documenti There are certain offences, such as desertion, striking anTI.C.O. or an officer, 

for CI.CM. to deal with whJcb a CO. feels compelled to apply for a District Court Martial 
for the offender. Commanding Ofhcers, please, do not think that a letter address- 
ed to the AJV.G., 2nd Division, applying for a D.C.M. on Pte. T. Atkins, who is a 
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deserter, is sufficient documentary evidence for the G.O.C. to convene the Court. 
It is abBOluteiy necessary that the proper documents be submitted, made out in 
the ftuthorized manner. It is with a view to the documents being rendered 
correctly in the first instance and to avoid such being returned on one or more 
occasions for ccHTection (which often results in the accused being kept in detention 
or the E^uard room awaiting trial for a longer period than heehould be), that the- 
A.A.G. has aslced me to compile these remarks and place them on paper for the 
information of C.Os. I will now try to explain the ctfrrect procedure from the 
moment of the arrest of an accused person up to the time the application docu- 
ments tor trial by District Court Martial are received in the Divisional Office. 

The accused has been arrested for an offence, in the manner laid down in siiminiry 
Chapter IV, M.M.L., pages 25, 26, 27 and 28. Investigation has been held by the of ^idence. 
Commanding Officer as per pages 28, 29 and 30, M,M.L.,and the Cgmmanding 
Ofncer has aajourned the hearing of the case for the purpose of having the evidence 
reduced to writing (called a Summary of Evidence) (see lines 8, 9, 10, 11, para. 23, 
page 30, M.M.Lj. Caution as to an expression of opinion during invwtigation 
should be noted (see para. 24, page 30, M.M.L.) 

Here we wiil pause iar a moment from the summary of evidence to note 
para. 25, page 30, M.M.L., which explains that even if a CO. decides to deal with 
the accused summarily, otherwise than by awarding a minor punishment, he must 
asjc the soldier whether be desires to be dealt with summarily (»' to be tried by a 
District Court Martial, and the soldier may, if he chooses, thereupon elect to be 
tried by a District Court Martial: save, as aforesaid, a soldier has no right to 
claim a Court Martial except that where the C.O. has omitted to put the proper 
question to him, the soldier has a subsequent opportunity of making the claim. 

To return again to the Summary of Evidence, the mcxle of taldng this down 
is explained in paras. 26, 27, pages 30 and 31, and Rule of Procedure 4, pag« S72, 
573, M.M.L., 1914. 

Attached is a sample form of Summary of Evidence as in a ca^ of "Desertion" 
and "Liaing by Neglect His Clothing and Regimental necessaries;" two very 
common charges. 

After the Summary of Evidence has been taken the CO. acta as laid down in 
para. 28, page 31, M,M.L., 1914, and to note para. 29 as to use of Summary of 
Evidence. 

Here C.Os should note para. 30 of the same page. 

Application for a District Court Martial is madetotheA.A.G., 2nd Division, 
on M.F.B. 321 (specimen copy herewith). 

It is accompanied with the fallowing documents. 

1. Charge Sheet (in duplicate). 

2. Summary of Evidence. 

3. The regimental (squadron, battery, or company) defaulter sheets of the 
accused. 

4. List of witnesses for the prosecution and defence (with their present 
stations). 

5. Statement as to Character, and Particulars of Service of Accused (M.F.B. 
355), 

6. List of officers available to sit as members. 

I. The Charge Sheet. The instructions regarding the framing of Charge 
Sheets are as laid down in pag^ 576—8, 646—650, M,M,L., 1014, and pace 817 
(Index) show all references to Charge Sheet matters contained in the Manual 
of Military Law, 1914. Illustrations of Charge Sheets of all offences are shown on 
pages 659— -676 M.M.L., 1914. The Charge Sheet is not made out on a printed 
form, but is typewritten. The heading, or preamble, of the Charge Sheet of an 
accused person in theCanadianExpeditionary Force (in Canada), is a standard 
one and reads as follows: — 



Charge Bhcet. 



"The Accused No.- 



Rank' 



Name ' 



-(in full), a nuHtiaman 



of the (blank) Battalion, Canadian Expeditionary Force, a part of the 
Canadian Active Militia called out for active service, is charged with, etc" 

A specimen copy of a Charge Sheet as in the case of a man charged with 
^'Desertion" and "Losing by Neglect His Clothing and R^imental nec^sades" 
is attaclied hereto toe guidance. 

2. The Summary of Evidence having been prepared as already outlined is summarKrf 
attached to the application. ETidcnce. 

3. Regimental and Company defaulter sheets are forward^. (These are Dcfvulter 
returned to the Unit with the Order convening the Court,) Shceta, 

4. List of witnesses for prosecution and defence (with their stations) in Liatof 
luanuacript. WituCTsee. 

5. StatcmentastoCharactcr, and Particulars of Service of Accused, M.F.B. ^wmentMte 
355, can be obtained from the Divisional Office. (Specimen copy herewith), ^h"*""- 



i:.Ut of Officers 
as Membcra. 



<Jrd«r 

Court. 



Dcftocc of 



Spedal Report. 
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6. List of officers available to sit as membera. It 13 not necessary for (XCg 
to render this list, aa members of the Court arc detailed in the Divisional Oflices, 
(Particulars of inelieibilily and disqualification of officers to serve on a District 
Court Martial will be found on pages 583—3, M.M.L., 1914.) 

Wc now presume that the application documents have been received in correct 
form at Divisional Headquarters. The procedure then is as follows: — 

The Charge Sheets are marked by the Convening Officer (G.O.C. the 
Division). 



"To be tried by District Court Martial. 
Dated at Toronto this day of 



-191-." 



(Signature of Coovening Officer). 

A Divisional Order is then made out on M.F.B. 220 (specimen herewith) appoint- 
ing the President and Membera of the Court for the trial. One copy of this 
Divisional Order is sent to the President with a copy of the Charge Sheet and the 
Summary of Evidence, one copy of the Divi^onal Order, returning Defaulter 
Sheets, list of witnesses, etc,, and Statement as to Character on M.F.B. 355 is 
sent to the O.C. accused's unit, other copies of the Divisional Ordw are sent to 
the C.Os of Units from which the members of the Court are detailed. The 
second copy of Charge Sheet, and application for Court Mwtial (M.F.B. 321) 
remain on file in the Divisiona] OJBce. The date and hour (or holding the Court 
Martial is always set sufCidently far ahead to enable the orders for the assembling 
of the Court to be received by the accused's CO. in time to give the accused 24 
hours' notice before he is arraigned (see Rule of Procedure 14, pages 57^9, 
M.M.L.,1B14). 

An accused person for whose trial a court martial has been ordered to 
assemble shall be afforded proper opportunity of preparing his defence and shall 
be allowed free communicatioD with his witnesses, and with any friend or legal 
adviser with whom he may wish to consult (Rule of Proc«Jure 14, page 678, 
M.M.L.,ldl4.) 

If 8 days elapse without the accused's case being disposed of summarily and 
without a court martial being ordered to assemble, a special report is required to 
be forwarded every 8 days. This special report is not required on active service 
(Army Act 45, and Rule of Procedure 1, M.M.L., 1914.) 



Procedure on Trial, 

For the information of officers who may at any time find themselves named 
in Divisional Orders as President or Members of a District Court Martial, or in 
Battalion Orders to serve on a Regimental Court Martial, I would point out that 
the Procedure on Trial is fully laSl down in Rules of Procedure 22-57, pages 5S4 
to 607, M.M.L., 1914. These rules should be studied by all officers appointed to 
a Court Martial prior to the sitting of the Court ia order that they may become 
familiar with the Procedure, 

We will suppose, for Jostance, that we are the personnel of the Court assembled 
to try the imagipary accused person named in the Charge Sheet attached. The 
Form of Proc^ings for General District and General Courts Martial is in front 
of us (M.F.B, 271). The President will detail one of the members to record the 
proceedings. We note at the heading of the first page that "All printed matter not 
applicable to the case should be struck out and iDitial^ by the President." 

Pace "A" oc The heading of Page A is filled out by inserting the word "District" on trie 

ftocccdiof* 6rgt Hne, date on the 2nd line, "General Officer (Tommanding, 2nd Division," 
on the next line, and (hLte of his cK'der following. 

The names of President and Members are then inserted (always name the 
Unit to which each member belongs). 

Trial of (here insert No., Rank, full name, Battalion.) 

At 10 o'clock the Trial commence. 

Here the President will read the order convening the Court, mark it "X" and 
sign such, and aleo read Unit Orders appointing the Members^ if they are not 
namchd in Divisional Orders^ mark such X2" and stgo. If they are so named this 
paragraph does not apply and should be struck out and initialed. 

The Court then satisfy themselves as provided by Rules of Proceduir 22 
and 23. 

The oame of the officer appearing as Prosecutor is inserted after figure (2). 

The accused is then brought before the Court* and imme of person appearing 
as counsel for accused iusot^, 

. We now come to the first question aC the (oot of pag^e "A". (Note that 
questiooa are to be numbered throughout consecuUvely in a single series. The 
IcttefB "Q" and "A" is the margin may stand for "Question" and "Answer" 
respectively.) 

The usual answer of accused to Question 1 is "No." If variation tee page 
680, R.P. M.M.L., 1914. 
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Page "B", 

The President and Membeia are duly sworn, as laid down in R.P. 26, page 587, vitzt "B" rf 
M.M.L., 1914, and then any ofticen who are attending for instruction are duly Prwmdliua. 
sworn. 

Th* witnftsses, if in Court, other than the prosecutor and the accused, 
should be ordered out of the Court at this stage of the Procwdings. 

Also any interpreter and shorthand writer should be now sworn. 

Form of oath for members of Court Martial will be found in para. 52, Army 
Act, page 432, M.M.L,, 1914. 

The form of oath for officers attending for instruction and shorthand writer 
will be found on page 5SS, M.M.L., 1914, 

The Charge Sheet is n«£t signed by the President, marked "B2,*' and annexed 
to the Proceedings. 

H^re notice the note in the right hand margin for action, if applicable. 
(See Variation under Charg? Sheet, page 682, M.MX., 1914. 

Arraignneut of accused («e Il,P- 31, page 690, M,M-L., 1914). 

For instructions regarding questions and answers as to guilty or not guilty Procedure 
of the various charges, see Rules of Procedure 32. 33, 34, 35 and 30, M.M.L., Keatrf 
19H, and forms as to Courts Martial pages 682-3, M.MX., 1914. -N«'^iJif ' 

If the accused pleads guilty to both charges, action continues as shown m 
R.P. 37, and if not guilty as laid down in R.P. 39- The accused may piead 
guilty of the first charge, byt not of the second charge, if eo Pages "C" of ''Pro- 
ceedings on Plea of Not Guilty" and "D" "Defence' are acted upon in the case 
of the second chaise, 

li the accusal pleads guilty of both charges, Sheets "C", "C2", and "D" 
"Proceedings of PIhi of Not Guilty" and ''Defence," are omitted, and the Court 
takes up Sheet "C" "Proceedings on Pica of Guiity." If he pleads not guilty of 
the charge or charges thb latter sheet is omitted. 

Our accused man has, let us aay, pleaded guilty of the first charge and not 
guilty of the 2nd charge, therefore, we (oUow with Sheet "C "Procwdings on 
Pleaof Not Guilty" on^ in respect of the charge to which the accused has pleaded 
not guilty. The form of these rroceedings is laid down on pages 684-5-9, M.M.L., 
1914. 

Here note the following: — 

1- That each witness has to be sworn. Form of <»th for a witness as laid 
down in R.P. 82, page fi20, M.M.L., 1914. 

2. And that the No., rank, name, and unit of each witness must be inserted 
with the words "being duly sworn, is examined by the prosecutor." 

3. Also note insertion of "Crcras examined by accused'* "Re-examined by 

the Prosecutor" "Examined by the Court" "His evidence is read to the 

witness" or "Accused declines to cross-examine the witnesses" (according to the 
procedure that develops) see pages 684-5, M.M.L., 1914. 

4. After evidence (and cross-examination, if any) of every witness record 
fs to be made that "Rule of procedure S3 (B)'* has Seen complied with. Then 
-'^— "The witness withdraws. 

5. Any blanlE sheets added to complete statements of witnesses should be 
headed C3, C4 and so on, likewise D3, 1)4, etc., in Defence. 

The case for the prosecution being now doocd, we take yp sheet D "Defence" 
in the case of the charge to which tne accused has pleaded not guilty and he 
should be informed as laid down in R.P. 40. The menibera of the Court should 
also note procedure in R.P, 41 if accused calls witnesses. 

Form for completion of D "Defence" is as shown on pages 6S6-91, M.M.L., 
1914. 

The Court is here dosed to consider their Finding, Page E. The word Findjog. 
Finding is starred, and reference to footnote states that "such is omitted except in 
cases of plea of Not Guilty having been proceeded with." Our accused person 
having pleaded Not Guilty of the second charge, the Finding is inserted in the 
case 01 that charge only. 

The form of wording of the Finding Is found at the head of pA^sBBZ, M.M.L., 
1914. So many Proceedings of Courts Martial are handed in without the No., 
ranic, name, and unit, of accused being inserted after the words on Page £ "The 
Covit had that the accused," that I make special reference to this. 

In the imaginary case we are trying the Finding will be aa follows, if we con- 
sider the accused gmlty of the charge to which be has pleaded Not Guilty. 
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"The Court find that the accused No, 6014&0, Ptc. Russell James Maimers, 
276th Battalion, Canadian Espeditioimry Force, is guilty of the second charge." 

Here note form of acquittal to apply in cases where accused has pleaded 
Not Guilty ol Cbaige(G) and the Court has found him not guilty, page 692, 
M.M.L., 1914. 

The Court being le-opencd, Proceedings on Conviction before sentence are 
dealt with. The form of dealing with this is shown on pages 693-4, M.M.t.,l91i. 

The Court is then closed for consideration of the sentence. 

The provisions of Sections 44, 182 and 183 of the Army Act must be carefully 
attended to by the Court in peissing sentence. 

The Court can only award one sentence In respect of all the offences of which 
the offender is found guilty (ace R,P. 48, M.M.L., 1914), 

^^*""*" The form of wording of sentence will be found as rfiown on pages 695-6-7, 

M.M.L.. 1914, and para, 493 K. R, & 0. Canada, 19X0, or K. R. & O. 
Imperial, para. 685, 1912. 

In the case of our imaginary accused person, the wording of the sentence 
would be^— 

"The Court sentence the accused No, 60X490, Pte. Russell James Manners, 
275th Battalion, Canadian Expeditionary Force, to undergo detention for (say 
ninety) days, and to be put under stoppages of pay until he has made good the 
value of the following articles, viz.; — 

1 Water bottle Value ,,,,..* .90 

1 Carrier for water bottle. " .78 

1 Clothes brush , " 37 

Ipr. Woolen drawers,... " 1,00 

1 Grey flannel shirt " . . . . , 1 , 18 

1 Cardigan jacket , " ,.,... 1 . 45 

Total $5 . 68 

In the right hand mai^n of Page F under sentence (small print) place the 
wqrda "Detention ninety days and stoppages." 

In cases where applicable, a recommendation for mercy, of service forfeited 
under Sec. 79 of the Army Act is inserted as shown on page 697 of M.M.L., 1914. 

The Proceedings are then signed by the President only in the following 
manner: — 

"Signed at this day of 19—, 

(signature) 

President." 

Should there be a revision the form is shown on page 698, K.M.L'., 1914. 

C(jii5rm«tkin ^^'^ documents are now ready to be sent by the Prewdent to the A.A.G, of 

of Sentence, the l^ivision. The convening authority thta coohrms the sentence, and the Pro- 
ceedings are returned to the accused's Commanding Officer who promulgates the 
sentence and Inserta the following words under the conf.nnation. 

"Promulgated and extracts taken at this - — day of ^— 1914. 

(Signature)." 

Promuisation Promulgation of Court Martial Proceedii^s is carried out by drawing the 

p( Scateact, Battalion up in three udee of a hollow square. The accused is marched to the 

entrance of the square, under escort, Battalion Sergeant Major in rear of escort. 

The accused's name is called and he takes one step forward with one of the escort. 

The Sergcant-Major removes the accused's cap. The Charge Sheet and Sentence 

are then read by the Adjutant. 

This, gentlemen, concludes the Procedure on Trial of our imaginary accused 
person. 

In dosing I would point out that there are variations galore at all stages of 
the Procedure on Trial and that every case la different in many of the leading 
points, but the correct procedure can always be found, no matter what the chai^ 
or circumstance, by hunting through the Manual of Military Law. 
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SPECIMEN DOCUMENTS TO ACCOMPANY 
APPLICATION FOR DISTRICT COURT MARTIAL 



275th Overseas Battalion, C.E,F. (Regiment). 

Toronto, Ont., Date 23rd February, 1914. 
Station. 

(1) APPLICATION FOR A DISTRICT COURT MARTIAL. 

Sir,— 

I have the honour to submit two charges against No. Q014»0 ol Pte- R. J. 
Manners, under my command and request you will obtain the sanction of.G.O.C. 
2nd Division that a District Court Martiai may be assembled for his trial at 
Toronto* 



The case was investigated by **, 



A court of inquiry was held on 32th day of September, 191.3, at Toronto, 
Ontario, ***(Insert M.me of Station). 

The prisoner is now at Toronto. His general character is good. I beg 
to enclose the followir.g documents;^- 

l.tOne Charge Sheet (in duplicate). 

2. Summary of Evidence 

3. The regimental and (squadron, battery, or company) defaulter sheets of 
the prisoner. 

4. Li$t of witnesses for the prosecution, and defence (with their present 
stations). 

5. Statcnient as to character, and partjculars of service of prisoner (Militia 
Form B. 355), to be proved by Capt. D. T. Jones, 275th 0,S, Battalion, CE.F. 

6. LUt of Officers available to sit as members. 

I have the honour to be, 



To 



Sir, 

Your obedient savant* 



\ Signature of f A. N. OTHER, U,-Col. 
. /Commanding Officer\Comdg, 27Sth O-S. Battn. CE.F, 



MEDICAL OFFICER'S CERTIFICATE, 

I certify that No. 601490 of Pte. R. J. Manners is in a fit su.tc of health, and 
fit to undergo imprisonment and with or without hard labour, and that his present 
appearance and previous medical history both justify the belief, that lard labour 
employment will neitha- be likely to originate nor reproduce disease of any 
dracription. 

(Signature of the Medical Officer). J. KIRBY. Major, 

M.0. 275th O.S. Battn. C.E.F, 

(2) CHARGE SHEET- 

No. 601490, Pte. Russell James Manners, a Militianan of the 275th Battalion, 
Canadian Expeditionary Force, a part erf the Canadian Active Militia called out 
for active eervice, is charged with: 

(When on active service) "DESERTING HIS MAJESTY'S SERVICE." Firrt Charge 

Sec. U U)B- 

in that 

he, at the Exhibition Camp, Toronto, Ont., on the I8th August, 1913, absented 
himself from the 275th Battalion, C.E.F., and remained absent until apprehended 
by the Civil Police at Toronto, Ontario, on the 19th February, 1914, dressed in 
plain clothes. 

**Here insert name of (a) Officer who investig^ated charge, (b) Company, etc.. 
Commander who made preliminary inquiry into case, and (c) Of^cer who took 
down summary of evidence, (R.P, 19, B. iii,) 

***To be filled in if there has been a Court of Inquiry reapeaing any matt^^ 
connected with the charges^ otherwise to be struck out. 

jOne copy to be sent to the FresidcDC; one copy to be filled with the appli- 
cation for trisd. In cases of desertion, a statement as to whether the prisoner 
waa apprehended or surrendered, should be included in the sun^mary of evidence. 



Sccaad Cbarge 
Sec. 24 (2). 



SS 

"LOSING BY NEGLECT HIS EQUIPMENT, CLOTHING AND 
REGIMENTAL NECESSARIES."' 

in that 

he, at the place aod the time afor^aid, was found to be deficient of the foUowing 
articles:— 

1 Water bottle Value ,| .50 

1 Carrier for water bottle. " .78 

1 Clothes Brush « 37 

1 pr. Woollen drawers ., " .,.-. 1.00 

1 Grey flannel shirt,,... ..,.., " ,. I.IS 

1 Cardigan Jacket " 1 .45 

Total 16.68 

(Sgd.) A. N. OTHER, 
Lt.-Colonel, 
Commanding 275th O.S. Battalion, C.E.F. 
Exhibition Camp, Toronto, Out. 
23rd February, 1914. 



(3) SUMMARY OF EVIDENCE. 

in the case of 

No, 601490, Pte. Russell James Manners, 275th Battalion, C.E,F. 

charged with 

(when on active service) "Deeerting His Majesty's Service." 

irtChMte. "Losing by neglect his Equipment, Clothing and Regimental necessaries." 

2iid Cb&r8«. Lieutenant and brevet Captain W. H. Bell, Adjutant, 275th Battalion^ C.E.F,, 
lA Witacw. states: 

"At Exbibitioa Camp, Toronto, on the ISth February, 1914, a communication 

was received from the OfSeer paying Imperial PensioiB, Ottawa, stating that 

the accused, a deserter froai the 275th Battalion, C.E.Fv was residing at No. 

92 Shudell Ave., Toronto, and requestii^ that he be apprehended and proceeded 

against as a deserter. 

"I notified the Civil police and asked them to apprehend the accused, which 
they did, and banded him over to an eacort on the morning of the 2Qth February, 
I9I4." 

(Sgd.) W. H. BELL, Lt. and Capt. 
Adjutant 276th Battalion, C.E,F. 

2nd WitncH. ^°- 600633, Sergt. G. Dore, B. Co., 275th Battelioo, C.E.F., states: 

''At Exhibition Camp, Toronto, on the nK»-ntng of the 20th February* l^^^i 
I was ordered by the Adjutant, 275th Battalion, C.£,F,, to proceed with an escort 
to the City Police Court for the purpose of taking over the accused who had been 
apprehended by the Civil Police on tne night of the 19th instant, as a deserter from 
the 276th Battalion, CE.F., Exhibition Camp, Toronto. 

'* I brou^t the accused to the Exhibition Camp and confined him in the Guard 
Detention Room. He was dressed in plain clothes." 

(Sgd.) GEO. DORE, Sergt., 

"B" Co. 275th BatUlion, C.E.F. 

Std WftRM*. No. 602305, Ser^. F. Cox, "B" Company, 276tb Battalion, C.E.F., states. 

"At Exhibition Camp, Toronto, on the momir^ of the 20th Fetffuary, 1914, 
I was asked to identify the accused. I recognised him as No, 601490, Pte. 
Russell James Manners, 2^7Sth Battalion, C.E.F., who deserted from the Exhiln- 
tion Camp, Toronto, on or about the ISth August, 1913. I bad not seen the 
accused since, until the morning of the 20th February, 1914, when asked to 
identify him." 

(Sgd.) F. Cojp, SerBt.. 
"B" Co., 275th Battalion, C.E.F. 



The accused declines to cross-examine the witnesses. Rule of Procedure 4 
(C.D. & £.) has been complied with. The accused has no statement to make. 

The evidence in connection with the second charge of "Losing by oeglect, 
etc.,*' is documentary and is attached hereto, viz. (Court of Inquiry Proceedings 
held after 21 days absence.) 

Signed at Exhibition Camp, Toronto, Ontario, this the twenty-third day of 
February, 1914. 

(Sgd.) W. H. BELL, Lt. and Capt.. 

Adjutant 275th Battalion, C.E J. 
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SPECIMEN 



STATEMEP^T AS TO CHARACTER AND PARTICULARS OF SERVICE 

OF ACCUSED. 



.of the. 



1. The following is a fair and true sutumary of the entries of the accused's 
name in the conduct books, exclu^ve of convictions by a court-martial or a 
civil court. 



Wftbis ia» ^nce 

12 tnouttis, entimncnt. 



For , + times. tunes. Notb— if the 

diarse ]■ for 
druakennen tbe 

ci .. .. cntricsfor 

For .tjmes , . , . .times. dr unkenneoB 

iDun b« nkied 
■cparatcly. 

For .times , ..times. 

For ,.,,,.... times times, 

or, 
The accused's name does not app^r in the conduct book, 
2< The accused has not been previou&ly convicted; 

or. 



The previous convictions of the accused by a court-martial or a dvil courts 
are set out in the Schedule annexed to thU statement. 



lOvcr] 



U.F.5. as6 
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SPECIMEN 



The accused is not under sentence at the present time. 



ar. 



The accused at the present time, is under sentence (or. . , 
, beginning on the day of. 



4. The accused has been in confincmcat awaiting trial on the present 

charges for. . , , , -,,.... 

beginning on the , . ,day of , . - . 

5. The accused's age is stated in his attestation paper to be. 

6. The date of his attestation specified in bis attestation paper is 



7. The service which the accused is allowed to reckon towards discharge 
is. , , 

8. The accused is entitled to deferred pay in respect of 

year's service. 

9. The accused is in possession of, or entitled to, no military decoration or 
military reward which the Court can forfeit [of is in possesaon of or entitled to.) 

11. 

[Note. — If any matter in any of th^ above paragraphs canrtot be stated from 
the regimental books the paragraph must be struck throuih.] 

The above statement [with the schedule of convictioas] is read, h marked 
« - , signed by the president, and annexed to the pro- 
ceedings. 



91 



y 
o 

o 



J- Q 

(J ^ 

Pi 
o 

< 

H 
< 

i 

u 
o 
u 



o 



o 
u 

fa 
o 

cd 

P 
Q 

i I 

2 



4) 

a 
« 

a 

a 
Z 

^^ 

B 

p; 



^ 



■a 



u 
2 

t 

% 

1 

U 
H 
O 
•A 






s 

a 



« 






^ 

? 



(9 
.£1 

u 






02 



-•J 



•9 
'2 

3 
CL, 



a 



4J 

I 



o 
U 



a 






4-1 

Q 



1:1 



93 



SPECIMEN 

A 

FORM OF PROCEEDINGS FOR GENERAL, DISTRICT AND REGI- 
MENTAL COURTS-MARTIAL. 



Proceedings of a 
on the day of 



dated the 



day of 



Court-Martial held at 
19 by order of 

Commanding 
19 
President. 



All printed 
mattET not ap- 
plicable to the 
case flhguld be 
struck out and 
iDftJalcd by the 



Members. 



Trial of 

At o'clock the Trial commences. 

(1) The order convening the Court is read, and is marked "X" 
signed by the president and attached to the proceedings. 

\Jhe order appoicttng - . , aod 

, . , . members of the Court is read, marked 

"X S," ^gned by the president, and attached to the proceiidings.] 

The chai^c-sheet and the summary of evidence are laid before the Court. 

The Court satisfy themselves as provided by Rules of Procedure 22 and 23. 

(2) 
appears as prosecutor, and takes his place. 

The above named person, the accuaed, js brought before the Court. 
, appears as counsel for the accused. 

The names of the pre»dent and members of the Court are read over in the 
hearing of the accused, and they eevcratly answer to their names. 

Do you object to be tried by me as president, or by any of the ofiicers whose 
names you have heard read over? 



(N.B. — If objection 1* made It slwuld be rccocdcd, together with the decltioa «{ the Court, 
on a acpara^te ibeet.) ^ 

*Hcr<s Insert Ho.t Rank, fall Name, BUt^Ion vnd Re<lm«Qt. uid aiipglntment (if *ay). 



Quatioa by the 
t^csldeattotbe 
sccMed. 

ABBwwby 
accnied. 



M.F.D. 271 
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The prttident and membera (and judge-advocate) are duly sworn. 
The following^ ofEcers under instructions are duly sworn. 



CHARGE SHEET 

(3) The charge-sheet is signed by the president, niarlced "B 2" 
aad annexed to the proceedinga. 



iBatrUCtlOP. 

If th« nccusnl 
has elected to 
be tiled under 
Anny Act, sec. 
4S m tbe f»ct 
abould be here 
recorded- 



The accused is arraigned upon each charge in the above-mentioned charge- 
sheet. 

QumUoh to the Are you guilty or not guilty of the [first] charge against you, which you have 

KCCUKO. 

heard read? 

Aoswer. 

finertJon. ■Ai'e you guilty or not guilty of the second charge against you^ which you have 

Ac^wer. heard read? 

QucoUoii. Are you guilty or not guilty of the third charge against you, which you have 

heard read? 
Answer. 



The accused having pleaded Guilty to charge, the 

provisions of Rule of Procedure 35 (B) are here complied with. 

ImtructioB. If the trial proceeds upon any charge to which there is a plea of "Not Guilty," 

the Court will not proceed upon the record of a plea of "Guilty" until after the 
finding of those other charges, such finding being recorded on Sheet E. 
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PROCEEDINGS ON PLEA OF NOT GUILTY 

(5) (If the prosecutor makes an address.) The prosecutor makca the foUgw' 
ing addr^s [or, if the address is written, hands in a written address, which is 
read, marked , signed by the president, and attached 

to the proceedings.] 

The prosecutor proceeds to call the witnrasea. 



First witness 

for 

Prosecution 



being duly sworn, is examined by the prosecutor. 
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PROCEEDINGS ON PLEA OF GUILTY. 

(4), *[Thc Court having been re-opened, the accused ia again brought beJore frobettruck 

p5ea of^"Not 

it, and the charge to which he has pleaded *'Guilty" read to him again,] bcen.-DrDoecded 

witb. 



The accused 
is found Guilty of 

*The summary of evidence is read, marked , signed by the 

president, and attached to the proceediogs. 



Do you wish to make any statement in mitigation of punishment? Quwtion to the 



The accused in mitigation of punishment says.' — 

Amw«. 



[or hands in a written statement, which is read, marked , signed by the 

president, and attached to the proceedings.] 



•If there is no summary of evidence, s-jflSdent evidence to enable the Court loaiructlwi, 
to determine the sentence, and to acquaint the confirming officer with the facts 
of the caee will be taken on a separate sheet in the same manner as on a plea ol 
"Not GuUty." 

If from the statement of the accused, or from the sumtnary or abstract oi 
evidence or otherwise, it appears to the Court that the accused did not understand 
the eifcct of his plea of ' Guilty," the Court shall alter the record, and enter a 
plea <rf "Not Guilty," and proceed with the trial accordingly. 



98 

D 



0"'*f|M> » the Do you wish to give evidence yourself or ta call any witness^ as to character? 



Answer. 



Evidence as to 
chaiiLcter. 



The proaeeutioii is dosed. 



D 



DEFENCE. 



Do you apply to give evidence yourself as a witness? 



Do you intend to call any other witness in your defence? 



Is he a witness to character only? Answer. 



Qaatlaa u the 
Answer. 



Ouea<ion. 
Aaswer, 

QwstloD. 



(7) tif the accused gfives evidence himself, but calls no other witneaa to the 
facts of the case* his evidence will now be taken on a separate sheet.] 

(6 and 7) '[The prosecutor addresses the Court upon the evidence for the 
prosecution (and the evidence of the accused) as followB! — 



(or hands in a written address, which is read, marked 
president, and attached to the proceedings,)] 

t (6, 7 and 8) Have you anything to say in your defence? 

The accused- in his defence says: — 



, signed by the 



QueatloD to tfcc 
accused. 



Atuwer- 



[or hands in a written address, which is read, marked , signed by the 

president, and attached to the proceedings.] 



*H the accused calls other witnesses to the facts of the case, whether he hJn;- ii^truction. 
self gives evidence or not, this paragraph will be struck out, and the course laid 
down in R. P. Appendix II (8) will be followed. 

■fTbe question will always be asked, whether the accused has given evidence 
or not. 
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The accused calls the following witnesses '[as to character 
Pint vlcnen 
for Uie defence 

»rtcr.i accused being duly swora, is examined by the 



*If the witnesses are called, exceptlag as to character, liiese words are to be 
struck out. 
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FINDING.* 

(JO) The Court is closed to consider their finding. 
(JO and II) The Court find that the accused 



PROCEEDINGS ON CONVICTION before Sentence. 

(12) The Court beUig rc-t^ncd, the accused is again brought before it. 

ia duly .worn. gJS. 1. 

Have you any evidence to produce as to the character and particulars of OikbHoq by tt» 

viwident. 

service of the accused? 

Yea. I produce a statement as to the character and particulars of service of A™wer by ow 

WitOMS. 

the accused. 

The above smtemeot (with the schedule of convictions) is read, marked , 
signed by the pre»dent, and annexed to the proceedings. 

Ib the accused the pergon named in the Katement which you have heard read? Qu»tton. 

AHflwer. 

Have you compared the omtents of the above statement with the Regimental qub-oob 

books? Amwer. 

Are they true extracts from the Regimental books, and is the 'statement of 0"e«ton. 

catri^ in the conduct sheet a fair and true summary of tho&e entries? Amwei. 

Cross-examined by the accused. 

tlniUTicUoii- 
If by rtasoa or 
Uie aaturc of 
the MfTfcc of 
the acGUKd ■» a 
depart ai«DCal 
corpt. gr otho^ 
wise, the find- 
ins of the court 
reodeiB klffi 
liable to &ay 
ctceptlonal 
punish&ient tn 
addition to th&t 
to be awarded 
by tbe court 
(for flutaace. 
[orfciturfi or 
re<lucclD(i of 
corpe pay) the 
proHcutor anaai 
»U tiK Bttea- 
tSon 6f tite 
court to the 
!aa, and ttac 
court mmi ia- 
qutie into the 
Datate and the 
atitcuat of aucb 
additional 
punishment. I 

Do you wish to address the Court? Oue«Icm to the 

aCCUKd. 

The Court is cloaed for the considcratign of the sentence, , ^ .^ 

, Aatwet by the 

•To be omitted, except in cases oi a plea of Not Guilty having been proceeded *^"'*^- 

with. 
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SENTENCE 

sentenw. The Court sentence the accused, 
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Responsibility, generally .,..,,.,... 6 
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Conduct Sheets — 

Regimental 11 to 13, 32 

Company, , - , , , . . 13, 32 

CorreBpoDdejQce, ,..,,... , 15 
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Qualifying , , , , 16 
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Generally 10, 14 
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Preparation application papers for 82, 83, 84 
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Crime- 
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Discharge — 

Application for , , . , , 10 
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Medically unfit, detained pending. 63 
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Generally 8, & 
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Officers Declaration Forms ,,,,.... 31, 32, 38 
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Particulars of family, Officers and Men , 31, 33, 35, 36, 44 

Pay Records 31, 33, 45 

Proceedings on Discharge, M.F.B. 218 ;. 36, 50 to 53 

Regimental Coflduct Sheets 31, 32, 47, 49 

Regimental instructions regarding ,.....,. .11 to 13, 31 to 53 

Specimen 37 to 63 

Statements Certified .■ .31, 33, 35, 45, 46 
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Commanding and other Officers .,...,.. 5,6,7 
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Mechanics ...,.,. 28 
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War , 17. 24 



105 

Eyesight— 

'I>5t of Recruits'. ..,.^ 26 

Feet- 
Medical Care of , ". 63 

Fioaacial Instructions ,...,, 29 to 29b 
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Scale of for drunkenness , , . , 15, 16 

First Steps to be taken by C-O ,- 4 
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Casualty Fornit M.F.W. 54 of A.F.B. 103 43 
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Fortnightly Progress Report , - 60 

Indents, M.F.C. 573 71 to 75 

Issue Vouchers, M.F.C, 574 76 to 78 
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